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1.

- CALL TO ORDER

Commissioners: Gooch, Hunt, Barton, Garner, Bush, Clemens, Lipson

Legal Counsel to the Personnel Commission: Jim Murphy, Esq.

Staff Liaison: ‘Bob Hall, Deputy City Administrator / City Services

Also present. Patti Ahumada, Secretary to the Personnel Commission/Senior Human
Resources Analyst, and Karin Reed, Administrative Assistant

PLEDGE OF ALLEGIANCE

PUBLIC COMMENTS

The Personnel Commission welcomes public comments on all items on this agenda or of
community interest. We respectfully request that this public forum be utilized in a
positive and/or constructive manner. Please focus your comments on the issue or
problem-that you would like to bring to the attention of the Personnel Commission.
Negative comments directed at individuals are not acceptable.

Three (3) minutes per person. Time may not be donated to others. No action ¢an be
taken by the Personnel Commission on this date unless agendized. This is the time to
address the Personnel Commission regarding items of interest or on agenda items other
than public hearings. '

APPROVAL OF MINUTES
Meeting of ._ane 20, 2007

. INTRODUCTION OF NEW COMMISSIONER

PUBLIC HEARING

: Public Hearing in accordance with Personnel Rule 12 regarding amendments to the
~ City's Classification Plan. :

Reference ‘material included: Final Classification Report on MEA positions and current
job specifications for the positioris of Human Services Supervisor, Senior Accounting
Technician, Administrative Aide, Criminalist, Parking / Traffic Control Coordinator, Civil
Engineering Assistant and Contract Administrator. ' '
a. Discussion on a revised job specification and title change for the position of:

1) Legal Secretary (Attachment)

b. Discussion on revised job specifications for the positions of:
1) Building Inspector 1, 1i & Il (Attachments)

Please contact Karin Reed at (714) 374-5358 if you have questions or if the Human Resources

Department can be of any assistance.




Deputy City Clerk (Attachment)

Senior Deputy City Clerk (Attachment)

Fire Safety Program Specialist (Attachment)
GIS Analyst (Attachment)

IS Analyst series (|, i, I & V) (Attachments)
Senior Criminalist (Attachment)

- Construction Inspector (Attachment)

Senior Construction Inspector (Attachment)

c. Discussion on new job classifications and job specifications for the positions of:

1)
2)

GIS Analyst Il (Attachment)
Parking / Traffic Control Supervisor (Attachment)

Recommended Action:

n
_ -2)

3)

Approve the revised job specification and title change for the position of Legal

- Secretary to Legal Assistant, amending the City’s Classification Plan.

Approve the revised job specifications for the positions of Building inspector |,
it & I, Deputy City Clerk, Senior Deputy City Clerk, Fire Safety Program
Specialist, GIS Analyst, the IS Analyst series (1, 11, 1{l & IV), Senior Criminalist,

-Construction Inspector |, Construction Inspector Il, Senior Construction

Inspector and Senior Inspecior Water Construction, amending the City's
Classification Plan.
Approve the new job classifications and job specifications for the positions of
GIS Analyst It and Parking / Traffic Control Supervisor amending the City's
Classification Plan.

d. Discussion on the reclassification of job 'specification for select employees in the
positions of:

1)

Human Services Supervisor {one incumbent) to Senior Supervisor, Human
Services

- Senior Accounting Technician (Fire Department) to Administrative Aide

GIS Analyst (all incumbents) fo GIS Analyst I

IS Analyst | (one incumbent) to IS Analyst II

IS Analyst It (one incumbent) to IS Analyst Il

Criminalist to Senior Criminalist

Parking / Traffic Control Coordinator to Parking / Traffic Control Supervisor

Clwl Englneenng Asmstant (one lncumbent) to Contract Administrator

Recommended Action:

1)

2)

3)

4)

o)

6)

Approve the new job classification of Senior Supervisor, Human Services and
the reclassification of one Human Services Supervisor incumbent to Senior
Supervisor, Human Services amending the City’s Classification Plan.
Approve the reclassification of the Senior Accounting Technician (Fire
Department) to Administrative Aide amending the City’s Classification Plan.
Approve the reclassification of alf the GIS Analyst incumbents to GIS Analyst
It amending the City’s Classification Plan.

Approve the reclassification of one IS Analyst | lncumbent to IS Analyst Il
amending the City’s Classification Plan.

Approve the reclassification of one IS Analyst i incumbent to IS Analyst Il
amending the City’s Classification Plan.

Approve the reclassification of the Criminalist o Senior Criminalist amending
the City’s Classification Plan.

Please contact Karin Reed at (714) 374-5358 if you have questions or if the Human Resources

Department can be of any assistance.




7) Approve the reclassification of the Parking / Traffic Control Coordinator to
Parking / Traffic Control Supervisor amending the City’s Classification Plan.

8) Approve the reclassification of one Civil Engineering Assistant incumbent to
Contract Administrator amending the City’s Classification Plan.

e. Discussion on a revised job specification and title change for the position of Real
Estate Services Manager

Recommended Action: Approve the revised job specification and title change for the
position of Real Estate Services Manager, amending the City’s Classification Plan.

7. ELECTION OF CHAIR AND VICE-CHAIR

8. REPORT ON CITY OF H.B. STATUS REGARDING DEPARTMENT OF
HOMELAND SECURITY’S BASIC PILOT PROGRAM

This item has been placed on the agenda at the request of the Personnel
Commission Chair. There will be no City staff presentation. Staff will respond to
questions regarding this matter.

9. COMMISSION GOALS FOR THE COMING YEAR

This item has been placed on the agenda at the request of the Personnel Commission
Chair. Staff will provide a status update (Attachment).

10. LABOR RELATIONS UPDATE

a. Memorandum of Understanding between the City of Huntington Beach and the Surf
City Lifeguard Employees’ Association (SCLEA) (term January 1, 2007 through
September 30, 2008) and summary of changes.

b. Resolution Amending the Memorandum of Understanding between the City and the
Municipal Employees’ Association {(MEA) by Adopting the Side Letter of Agreement
Regarding Unit Modification and Extension of MOU _

‘As offered

- 11. SECRETARY’S REPORT
As offered

12. COMMENTS FROM COMMISSIONERS

Announcements, brief report regarding Commissioner activities, ask questions for
clarification, request information from Staff, direction to Staff regarding a future agenda
item or for the provision of information for a future meeting.

13. INFORMATION ITEMS
Grievance Report — July 2007
14. ADJOURNMENT
Meeting adjourned to the next regularly scheduled meeting of August 15, 2007.

Please contact Karin Reed at (714) 374-5358 if you have questions or if the Human Resources
Department can be of any assistance.
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MINUTES
City of Huntington Beach
PERSONNEL. COMMISSION
06/20/07

Pending approval by Personnel Commission at the meeting on 4/18/07
(These minutes are not verbatim. A taped recording of the meeting is available in the Human
Resources Department, lower level of City Hall, for one year following meeting date.)

CALL TO ORDER
Chairperson Gooch called the Commission meeting to order at 5:32 PM.
ROLL CALL

Commissioners present. Barton, Bush, Clemens, Deight, Garner, Gooch, and Hunt
Commissioners absent. None
Others Present: James Murphy, Esq., Legal Counsel to the Personnel Commission
Patti Ahumada, Senior Human Resources Analyst
Sandy Henderson, Administrative Assistant
Karin Reed, Administrative Assistant
PUBLIC COMMENTS

None
APPROVAL OF MINUTES

A motion was made by Commissioner Hunt and seconded by Commrssmner Barton to approve the
minutes for the May 16, 2007 meeting (passed 7:0).

ITEMS
Recommendation for Modification of an Established Unit: Municipal Employees’ Association (MEA).
A motion was made by Commissioner Bush and seconded by Commissioner Clemens (passed 7:0).

COMMISSION GOALS FOR THE COMING YEAR
No discussion.

LABOR RELATIONS UPDATE

Senior Human Relations Analyst, Patti Ahumada reported that included for the handbook is The
Memorandum of Understanding between the City of Huntington Beach and the Management
Employee’s Organization (MEO) (term December 20, 2006 through December 19, 2008) and
summary of changes. The City has reached a tentative agreement with Surf City Lifeguard Employee
Association (SCLEA) and is scheduled to go to Council on July 2, 2007, and have also reached an
agreement with the Municipal Employee’s Association (MEA) on the Class and Comp Study.

SECRETARY’S REPORT

New Human Resources Director will begin in July. Infroduced Jaymie Liu, new Benefits Analyst,
Sandy Henderson took a promotion in the Planning Department, and Commissioner Deight's last
Personnel Commission meeting. Classification reviews scheduled to begin in July.
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MINUTES
City of Huntington Beach
PERSONNEL COMMISSION
06/20/07

COMMENTS FROM COMMISSIONERS

Chairperson Gooch thanked Commissioner Deight for all her years of service on the Personnel
Commission.

INFORMATION ITEMS

None
ADJOURNMENT
The meeting adjourned at 5:_50 PM to the next regularly scheduled meeting of July 18, 2007.

Page 2 of 2



_ITEM#6







ITY OF HUNTINGTON BEACH

LIMITED CLASSIFICATION |
STUDY — MEA POSITIONS |

December 29, 2006 5

@,
o
S

”\J

241 Lathrop Way
Sacramento CA 95815
916.263.3600 :




TABLE OF CONTENTS

Page
) Introduction

Section | o

» Study Obijectives 3

Conceptual Framework

« Classification Levels 4
Section il « Titling of Supervisory and Management Job

Classes 5

* Allocation Factors 6
Section Il Allocation Recormmendations 7
Appendices 37

A — Allocation Listing




-
City of Huntington Beach
Final Classification Report
Limited Classification Study — MEA Positions
Page 3

SECTION I - INTRODUCTION

The City of Huntington Beach retained CPS Human Resources Services to conduct
classification reviews of approximately 150 employees allocated to 65 classifications of work to
ensure that the positions are properly classified within the City’s classification plan, and to
update classification specifications as needed. * This report. provides the analyses and
recommendations for the MEA Positions included in the study.

In addition to conducting the classification studies, the City requested that CPS conduct a
compensation study for these classes and that study will be presented in a separate report.

STUDY OBJECTIVES

Classification Study:

1. Met with Department of Human Resources staff to collect information regarding the
current reclassification process.

2. Reviewed the City's classification specifications, salary schedule, Occupational
- Series manual, organization charts and related documents.

3. Conducted employee orientation for those involved in the classification study to
explain the process, timeline, and distribute and explain the Position Description
Questionnaire (PDQ).

4. Conducted desk audits with a representative sampling of employees involved in the
classification process and interviewed supervisors and department heads as needed.

5. Conducted a thorough analysis based on the PDQ's and desk audit to determine
essential duties and knowledge, skills, and abilities and made allocation
recommendations for each study position.

6. Conducted a review process to permit each employee to review the draft
classification recommendations and revise classification specifications.

7. Received, reviewed and responded to all employees who submitted either a
classification specification or allocation review request.

8. Prepared a final classification report.

SECTION Il - CONCEPTUAL FRAMEWORK

This section of the report presents our understanding of the conceptual framework for the City's
classification plan. The classification analysis, as applied to positions within the City of
Huntington Beach, relies upon sound principles of job evaluation and analyses. The approach
identifies classifications that reflect differences in levels and type of work determined through
.the use of established allocation factors and class concepts as identified through the
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classification specifications and Occupational Series manual provided by the City. Since the
work performed by CPS only involved a select number of positions, every effort was made to
ensure recommendations were consistent with the classification concepts currently utilized by
the City. Our understanding of these concepts is presented in the next section of this report.

CLASSIFICATION LEVELS

Position classification represents the grouping of all jobs within the City into a systematic
classification structure based on the inter-relationship of the duties performed, nature and level
of responsibilities, and other work-related requirements of the jobs. Within the overall
classification plan, it is possible to generally categorize each classification according fo the
following possible levels:

Class Level
Entry
Journey

Advanced Journey

Supervisor

Managet/Division Head
Assistant Department Head

Department Head

Within each job family, there may exist a classification at every level or only at selected levels.
The levels within a job family reflect the organization and should be tailored to that
organization’s needs and priorities.

- in some positions, there is no need for functions to be performed at the entry level; therefore,
there would be no entry-level classification in that particular job family. Furthermore, it is
important to note that while two given job families may both contain, for example, a journey-level
classification, the two journey-level classes will likely be treated differently for compensation
purposes. Distinctions between class levels for all types of job families may be expressed in
terms of the general amount of responsibility to be assumed within each class level. The
following subsections reflect our understanding of the responsibilities to be assumed at each
class fevel identified, and is the basis of our analysis for the City of Huntington Beach.

Entry-level classes are designed-to provide an on-the-job training opportunity to an
- employee who had limited directly related work experience and is not yet prepared to
perform the full range of work assigned to the journey-level class.

Journey-level classes are designed to recognize those positions that require the incumbent
to perform a broad range of tasks usually under general supervision. A journey-level position
is fully trained in the scope of duties associated with this tevel.
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Advanced Journey-level classes possess a specialized technical or functional expertise.
They typically are assigned significant responsibilities above the journey level; possess
specialized knowledge, abilities, skills, and experience; and often exercise independent
judgment in the performance of their duties. Advanced journey-level classes may provide
technical, functional, or lead supervision over lower-level positions.

Supervisor-level classes recognize full, first-line supervisory positions that plan, assign,
‘and evaluate the work of subordinates and are responsible for a program area within a work
unit or department.

Manager/Division Head-level classes perform full line and functional management
responsibility for a major division or program area within a major department.

Assistant Department Head-level classes serve as full line assistants to a department
head or assume responsibility for a major division and, in addition, perform general
administrative tasks for a department head.

Department Head-level classes recognize positions with full responsibility for the
administration of a City department. No department heads were interviewed in this study.

TITLING OF SUPERVISORY AND MANAGEMENT JOB CLASSES

To promote consistency in our analysis, we reviewed the classification specifications provided
for these study classes and list below our understanding of how the City utilizes these titling
conventions:

PRINCIPAL - Where the word “Principal” appears in a title, it identifies professional staff with
responsibility for:

= Serving as managers that assume full line and functional management reSponSibiIity for
a unit or function within a department; or

» Serving as the highest level technical expert in an assigned area, which is typically
programmatic in nature, and which has City-wide impact.

SUPERVISOR — Where the word “Supérvisor' appears in a job title, it identifies classes that:
* Provide full, first-line, direct supervision to assigned employees.
= Plan, assign, supervise, and review the work of subordinates.
* Assist in program development and management.

= - Assume responsibility for effectively recommending a variety of personnel actions in
such areas as performance evaluation, training, selections, transfers, and disciplinary
measures.

= A substantial portion of their time is spent performing the most difficult and complex
work of the section or unit.

= May assist in budget development and administration.
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MANAGER - Where the word “Manager” appears in a job title, it identifies classes that assume
full line and functional management responsibility for a division within a department.

DEPUTY — Where the word “Deputy” appears in a job title, it denotes positions that serve as full
line assistants to a Director or assume responsibility for a major division and, in addition,
perform general administrative tasks for a Director that effect the entire department.

DIRECTOR — Where the words “Director” appear in a job title, it denotes the administrative
head of a department. No department heads were interviewed in this study.

ALLOCATION FACTORS

Allocation factors are standards that are used to measure job requirements of individual
positions. These factors can be compared in order to measure the similarities and differences
among positions. The allocation factors typically used in classification studies are:

Decision Making
Scope and Complexity
Contact with Others Required by the Job
Supervision Received and Exercised
Knowledge, Skills, and Abilities

These criteria are briefly defined below:

Decision Making consists of (a) the decision-making responsibility and degree of
independence or latitude that is inherent in the position, and (b) the impact of the decisions.

Scope and Complexity defines the breadth and difficulty of the assigned function or
program responsibility inherent in the classification.

Contact with Others Required by the Job measures (a) the types of contacts, and (b) the
purpose of the contacts.

Supervision Received and Exercised describes the level of supervision received from
others and the nature of supervision provided to other workers. It relates to the
independence of action inherent in a position.

Knowledge, Skills, and Abilities define the knowledge, skills, and abilities necessary to
perform assigned responsibilities.

These allocation factors are carefully and consistently applied during the analysis of each
position included in the scope of the study. Not all factors will be as pertinent to all positions and
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each factor is analyzed in accordance with the importance of that particular factor to the kind of
job under study.

SECTION il - ALLOCATION RECOMMENDATIONS

The City of Huntington Beach requested CPS to conduct a classification study involving 150
positions allocated to 65 classifications. CPS held an employee orientation to which the
incumbents in the study positions were invited and CPS reviewed the process, the timeline,
distributed and explained the Position Description Questionnaire (PDQ), and addressed any
questions or comments the incumbents had. The incumbents were provided two weeks to
complete the PDQ. It was then required that each PDQ be reviewed by the incumbent’s
immediate supervisor as well as the division or department head.

Once the PDQ’s were received, the CPS consultants thoroughly reviewed each PDQ and met
with a selected number of employees within each classification as available.

The following section of the report describing the allocation of individual positions is organized
by the occupational series’ defined by the City. Since this is a limited classification study, not
every classification within each occupational series was included within the scope of the study;
however, the review and recommendations are based upon CPS' understanding of these job
families and the City's classification concepts as outlined in the previous sections of this report.
Further, since this report addresses MEA positions only, not every studied level of work (e.g.
Manager, Deputy Director) will be included in this report.

ACCOUNTING FAMILY

= Incumbent: A

= Current Classification: Accounting Technician |
= Recommended Classification: Accounting Technician |

The incumbent has been in this position for ¢iummmmeand is responsible for confirming that
payroll transactions within the Police Department are accurate and fall within the scope of
the MOU to which the employee is assigned. The majority of duties are transactional in
nature, with 50% of time spent posting payroll exception forms such as paid time off and
-special pays; 15% of time is spent generating vacancy requisitions and 15% of time is spent
generating transactions to fill those vacancies, with the remainder of time spent on related
tasks. While there are multiple bargaining units, the processes utilized are within a
structured set of policies, procedures and guidelines; for that reason, it is our assessment
that the duties and responsibilities assigned to this position fall within the scope of the
Accounting Technician | classification and no change is recommended.

= [Incumbent:
= Current Classification: Accounting Technician Il
* Recommended Classification: Accounting Technician Il

The incumbent has been in this position for NP and is responsible for financial
recordkeeping and processing payroll, accounts payable- and purchasing transactions; and
processing new hire and personnel transactional paperwork for pay related changes within
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the Community Services Department. The incumbent reports that 30% of time is dedicated
to processing payments for instructors, 15% of time is spent on processing personnel
related changes and maintaining those personnel records; 34% of time is spent on
processing invoices for payment; with the remaining time spent on related duties. While the
incumbent reports lead responsibilities, these duties appear to be very limited and are not
considered to be a significant part of the position's duties. 1t is our assessment that the
duties and responsibilities assigned to this position fall within the scope of the Accounting
Technician Il classification and no change is recommended.

= Incumbent: SR
«  Current Classification: Accounting Technician Il
» Recommended Classification: Accounting Technician I

The incumbent has been in this position for over«iliyemmeand is responsible for processing
accounts payable within the Finance Department. The incumbent reports that 75% of time
is spent on reviewing, verifying, entering data and processing payments for invoices,
contracts, professional services and related expenditures; 10% of time is spent opening and
distributing mail, with the remaining time spent on related duties. [t is our assessment that
the duties and responsibilities assigned to this position fall within the scope of the
Accounting Technician Il classification and no change is recommended.

* Incumbent: L
= Current Classification: Accounting Technician Il
= Recommended Classification: Accounting Technician Il

The incumbent has been in this position for over 4l and is responsible for processing
accounts payable within the Finance Department. The incumbent reports that almost 60%
of time is spent on reviewing, verifying, entering data and processing payments for invoices,
contracts, professional services and related expenditures; 20% of time is spent processing
credit card statements, with the remaining time spent on related duties. It is our assessment
that the duties and responsibilities assigned to this position fall within the scope of the
Accounting Technician |l classification and no change is recommended.

= Incumbent:
= Current Classification: Accounting Technician If
* Recommended Classification: Accounting Technician Il

The incumbent has been in this position for over4IEEEE and is responsible for processing
‘accounts payable within the Finance Department. The incumbent reports that almost 50%
of time is spent on reviewing, verifying, entering data and processing payments for invoices,
contracts, professional services and related expenditures; 20% of time is spent checking
proof and payment data; 10%of time is spent keying detailed instructions into the computer
system, with the remaining time spent on related duties. It is our assessment that the duties
and responsibilities assigned to this position fall within the scope of the Accounting
Technician Il classification and no change is recommended.
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= Incumbent: r-
= Current Classification: Accounting Technician Il

= Recommended Classification: Accounting Technician Il

The incumbent has been in this position for MTNENGIR and is responsible for processing
accounts payable, accounts receivable and ambulance billing within the Fire Department.
The incumbent reports that almost 20% of time is spent on reviewing, verifying, entering
data and processing accounts payable; 30% of time is spent reviewing collections lists and
performing accounts receivable duties; 15% of time is spent opening mail and preparing
daily bank deposits; 15% of time is spent on FireMed membership and paramedic billing
issues, with the remaining time spent on related duties. It is our assessment that the duties
and responsibilities assigned to this position fall within the scope of the Accounting
‘Technician Il classification and no change is recommended.

= Incumbent:
»  Current Classification: Accounting Technician Il
* Recommended Classification: Accounting Technician If

The incumbent has been in this position 4NN (was previously an Accounting
Technician II for FireMed) and is responsible for performing duties in support of
procurement, payroll, accounts payable and general cashiering. The incumbent reports that
56% of time is dedicated to purchasing office supplies and related materials, and processing
purchases through the- software system; 15% of time is spent on preparing and processing
department payroll; 8% of time is spent on processing accounts payable and 11% of time is
spent on petty cash and cash receipt duties, with the remaining time spent on related duties.
It is our assessment that the duties and responsibilities assigned to this position fall within
the scope of the Accounting Technician Il classification and no change is recommended.

= [ncumbent: AR
= Current Classification: Accounting Technician I
=  Recommended Classification: Accounting Technician I

The incumbent has been in this position «xiENREREENNSNNS (Was previously an Accounting
Technician Il for the City Treasurer) and is responsible for preparing reports for ambulance
billing within the Fire Depariment. The incumbent report that 85% of time is spent
preparing billing reports and 10% of time is spent on customer service and maintaining
FireMed memberships, with the remaining time spent on related duties. It is our
assessment that the duties and responsibilities assigned to this position fall within the scope
of the Accounting Technician II classification and no change is recommended.

= Incumbent:
= Current Classification: Accounting Technician il
* Recommended Classification:  Accounting Technician 1l

The incumbent has been in this position el 2nd is responsible for acquiring
library materials such as print, media and electronic materials; these responsibilities include
ordering, receiving, processing and paying for library collection materials. The incumbent
reports that 35% of time is dedicated to purchasing related duties such as selecting the
vendor, placing the order and creating order records within the automated system; 35% of
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time is spent on receiving and preparing materials for cataloging; 15% of time is spent
processing invoices and 10% of time is spent creating supply requisitions and maintaining
files and records, with the remaining time spent on related duties. This position is assigned
to a broad classification used throughout the City in many departments, each of which will
also have some unique operational requirements. It is our assessment that the duties and
responsibilities assigned to this position fall within the scope of the Accounting Technician I
classification and no change is recommended.

= Incumbent: .
«  Current Classification: Accounting Technician i
= Recommended Classification: Accounting Technician Il

The incumbent has been in this position «s il and is responsible for performing
financial and purchasing related duties for the Library such as purchasing collection
materials, checking in and distributing periodical subscriptions and processing payments.
The incumbent reports that 35% of time is dedicated to the subscription check-in and
distribution process and receiving and routing these periodicals; 15% of time is spent on
purchasing related duties such as selecting the vendor, and placing the order; 15% of time
is spent on receiving and preparing materials for cataloging; 15% of time is spent reviewing
and processing invoices; 10% of time is spent ordering general supplies, with the remaining
time spent on related duties. This position is assigned to a broad classification used
throughout the City in many departments, each of which will also have some unique
operational requirements. It is our assessment that the duties and responsibilities
assigned to this position fall within the scope of the Accounting Technician Il classification
and no change is recommended.

= Incumbent:
= Current Classification: Accounting Technician It
= Recommended Classification: Accounting Technician i

The incumbent has been in this position HNEENENGGNEP:nd is responsible for the
completion and accuracy of the payroll process within the Police Department. The
incumbent states that 50% of time is dedicated to auditing payroll entries and posting the
correction fo the automated system; 30% of time is spent posting exception reports to the
automated system and 15% of time is spent training lower level staff on the payroli process,
typing and maintaining personnel transactions and requisitions and maintaining records for
supervisor evaluations, with the remaining time spent on related duties. The direct
supervisor states the individual may be working out of classification due to the complexity of
the payroll process, the incumbent’s greater role in budget analysis and the lead
responsibilities over one full time and two part time positions. The division manager does
not agree with all of the employee’s statements and emphasizes that the individual is more
of a senior lead worker. Given the conflicting statements between the supervisor and the
manager, the fact that no budgetary tasks are referenced in the PDQ as a duty statement,
the assessment that the lead responsibilities are ancillary to the purpose for which the
position exists, and the amount of time the incumbent spends performing journey level
-payroll review duties, it is our assessment that the duties and responsibilities assigned to
this position fall within the scope of the Accounting Technician Il classification and no
~ change is recommended.

10
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= Incumbent:
= Current Classification: Accounting Technician ll
= Recommended Classification: Accounting Technician I

The incumbent has been in this position NN and is responsible for
performing technical accounting and bookkeeping tasks within the Police Department. The
incumbent states that 25% of time is spent auditing expense accounts against budget
appropriations, and researching and resolving discrepancies; 25% of time is spent reviewing
and approving invoices for payment, posting expenditures to purchase orders and reporting
on purchasing activities; 25% of time is spent entering purchasing related information into
the automated system and ordering supplies and equipment; 15% of time is spent managing
the procurement card program, maintaining those records and reconciling discrepancies and
5% of time is spent on training the Accounting Technician I, with the remaining time spent
on related tasks. The direct supervisor states the individual may be working out of
classification due to the lead responsibilities in the accounts payable process, the
incumbent’s greater role in budget analysis and the tead responsibilities over one part time
position. The division manager does not agree with all of the supervisor's statements.
Given the conflicting statements between the supervisor and the manager, the fact that no
budgetary tasks are referenced in the PDQ as a duty statement, the assessment that the
lead responsibilities are ancillary to the purpose for which the position exists, and the
amount of time the incumbent spends performing joumney level transactional related duties,
it is our assessment that the duties and responsibilities assigned to this position fail within
the scope of the Accounting Technician Il classification and no change is recommended.

= Incumbent:
« Current Classification: Accounting Technician il
=  Recommended Classification: Accounting Technician li

The incumbent has been in this position for 4EJMaNd is responsible for processing
requisitions, accounts payable and receivable, assuring' payroll accuracy, processing utility
billing and related transactions. The incumbent reports that 40% of time is spent on
processing requisitions, verifying fund availability, and processing invoices and progress
payments; 10% of time is spent on processing utility billing and payments; 10% is spent
prepating the monthly report of Orange County Sanitation District fees; 10% of time is spent
ensuring payroll time cards are properly completed; and 10% of time is spent on petty cash
and related transactions, with the remaining time spent on related duties. it is our
assessment that the duties and responsibilities assigned to this position fall within the scope
of the Accounting Technician Il classification and no change is recommended.

= Incumbent:
= Current Classification: , Accounting Technician If
= Recommended Classification: Accounting Technician Il

The incumbent has been in this position for S and is responsible for processing daily
- water meter readings and auditing reports to determine unusual consumption patterns within
the Utilities Department. The incumbent reports that 10% of time is spent downloading and
processing the daily meter readings and associated reports; 60% of time is spent reviewing
- the reports to identify excessive consumption trends, researching the reasons for such and
resolving the issue. The remaining 30% of time is spent on customer service and billing
related tasks. Afthough the work is performed in a more specialized area, it is our
assessment that the nature and level of the duties and responsibilities assigned to this

11
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position fall within the scope of the Accounting Technician [l classification and no change is
recommended.

= Incumbent:
«  Current Classification: Accounting Technician Il
* Recommended Classification: =~ Accounting Technician I

The incumbent has been in this position for GEEJP® and is responsible for customer
accounts, financial record keeping, processing payments, recording payments, balancing
registers and verifying that delinquent customers have been notified. The incumbent reports
that 25% of time is spent on customer related tasks such as opening, stopping and closing
customer accounts for municipal services; 25% of time is spent verifying that all money and
receipts for all departments are balanced with an additional 5% on balancing cash registers;
20% of time is spent receiving payments for municipal services; 15% of time is spent
ensuring that customers with delinquent accounts are notified and 10% of time is spent
researching payment discrepancies. It is our assessment that the duties and responsibilities
assigned to this position fall within the scope of the Accounting Technician Il classification
and no change is recommended.

= Incumbent: o

» Current Classification: Accounting Technician lf
* Recommended Classification: Accounting Technician Il

The incumbent has been in this position for au—ENIW 2 d is responsible for customer
accounts, financial record keeping, processing payments, recording payments, balancing
registers and verifying that delinquent customers have been notified. The incumbent reports
that 25% of time is spent on customer related tasks such as opening, stopping and closing
customer accounts for municipal services; 10% of time is spent verifying that all money and
receipts for all departments are balanced with an additional 5% on balancing cash registers;
20% of time is spent receiving payments for municipal services; 35% of time is spent
ensuring that customers with delinquent accounts are notified and 5% of time is spent
researching payment discrepancies. It is our assessment that the duties and responsibilities
assigned to this position fall within the scope of the Accounting Technician Il classification
and no change is recommended.

* Incumbent: Vacant —Previous incumbent -SlNNG_G_ub
= Current Classification: Accounting Technician Il
* Recommended Classification:  Accounting Technician I

The incumbent participated in a group PDQ with NN anc < EESRENSNEE: they

all state they have been in the position for JSNEMR and that their responsibilities include
providing customer service by processing and posting statements, answering phones and
greeting customers and completing applications for new or discontinued services. They
report that 45% of their time is spent at the front counter providing customer service by
taking payments and responding to questions; 35% of time is spent on the telephone taking
Ppayments by credit card and researching account information; 10% of time is spent on
entering data and 10% of time is spent processing Public Works related payments. Their
supervisor states that all positions will be trained in all aspects of cash and cash receipt
handling and will be responsible for all vault processes and utifizing the range of technology
within the Treasury Department. It is our assessment that the duties and responsibilities
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assigned to this position fall within the scope of the entry level Accounting Technician |
classification and we recommend the position be re-classified accordingly.

« Incumbent: Vacant-Previous Incumbent - i ENND

= Current Classification: Accounting Technician Il
= Recommended Classification: Accounting Technician |

The incumbent participated in a group PDQ with SIS 2nd SETNENGNGE oy Al
state they have been in the position for JUNIIIR and that their responsibilities include
‘providing customer service by processing and posting statements, answering phones and
greeting customers and completing applications for new or discontinued services. They
report that 45% of ‘their time is spent at the front counter providing customer service by
taking payments and responding to questions; 35% of time is spent on the telephone taking
payments by credit card and researching account information; 10% of time is spent on
entering data and 10% of time is spent processing Public Works related payments. Their
supervisor states that all positions will be trained in all aspects of cash and cash receipt
handling and will be responsible for all vault processes and utilizing the range of technology
within the Treasury Department. It is our assessment that the duties and responsibilities
assigned to this position fall within the scope of the entry level Accounting Technician |
classification and we recommend the position be re-classified accordingly.

= Incumbent: Vacant-Previous incumbent -4 NGGEG_G_YY

= Current Classification: Accounting Technician li
= Recommended Classification: Accounting Technician |

The incumbent participated in a group PDQ with SRS oncolNNERE: oy o
state they have been in the position for S8 and that their responsibilities include
providing customer service by processing and posting statements, answering phones and
greeting customers and completing applications for new or discontinued services. They
report that 45% of their time is spent at the front counter providing customer service by
taking payments and responding to questions; 35% of time is spent on the telephone taking
payments by credit card and researching account information; 10% of time is spent on
entering data and 10% of time is spent processing Public Works related payments. Their
supervisor states that all positions will be trained in all aspects of cash and cash receipt
handiing and will be responsible for all vault processes and utilizing the range of technology
within the Treasury Department. It is our assessment that the duties and responsibilities
assigned to this position fall within the scope of the entry level Accounting Technician |
classification and we recommend the position be re-classified accordingly.

= Incumbent: S
» Current Classification: Accounting Technician If
* Recommended Classification: Accounting Technician Il

The incumbent has been in this position for 4NN and is responsible for receiving
and auditing accounts receivable and miscellaneous payments, performing collections
duties, auditing and reconciling accounts and balancing transactions. The incumbent
reports that 30% of time is spent receiving payments and applying them to invoices; 20% of
“time is spent maintaining account records; 20% of time is spent researching and resolving
billing issues; 10% of time is spent collaborating with other departments on payment related
issues; 10% of time is spent generating biilings with the remaining 10% of time spent on
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related transactional tasks. It is our assessment that the duties and responsibilities assigned
to this position fall within the scope of the Accounting Technician Il classification and no
change is recommended.

= Incumbent: AR
= Current Classification: Senior Accounting Technician
= Recommended Classification: Senior Accounting Technician

The incumbent has been in this position forsljiie and is responsible for leading the work
of, and training, three accounts payable staff, researching and troubleshooting payment
issues and accounts receivable invoicing. The incumbent reports that 25% of time is spent
directing the work of accounts payable staff; 20% of time is spent on processing utility
billings and changes; 20% of time is spent processing accounts payable transactions; 15%
is spent as the process owner for the JD Edwards accounts payable and receivable
modules with the remaining time spent on generating reports and related tasks. It is our
assessment that the duties and responsibilities assigned to this position fall within the scope
of the Senior Accounting Technician classification and no change is recommended.

= Jncumbent:
» Current Classification: Senior Accounting Technician
=  Recommended Classification: Accounting Technician il

The incumbent has been in this position for 4l and is responsible for processing funds
and monies received by the City and preparing them for deposit, as well as printing all City
checks. The incumbent reports that almost 90% of time is spent receiving, processing and
balancing funds from departments and parking meters, with the remaining 10% of spent on
miscellaneous cash related duties. While the incumbent states that she provides lead
supervision over one part time employee, this is not considered to be a significant or
complex task. It is our assessment that the duties and responsibilities assigned to this
position do not fall within the scope and complexity of work expected of the Senior
Accounting Technician classification and re-classification to the Accounting Technician Il
classification is recommended.

= [ncumbent:
* Current Classification: "~ Senior Accounting Technician
* Recommended Classification: Accounting Technician i

The incumbent had been re-classified 4Nl before the completion of the PDQ and is
assigned to the Business License Department. The duty statements provided by the
incumbent indicate that they pertain to data entry, attending meetings, providing front
counter service for business licensing for 5 hours per day, reviewing and verifying licenses,
directing the work of licensing staff and providing back up in other functional areas. The
incumbent indicates lead direction over three full time and one part time staff members.
Given the fact that the incumbent has not provided percentages of time spent on tasks, and
with the only guiding factor being that more than 50% of time is spent at the front counter,
and the fact that 4 of the 7 remaining tasks are related to data entry or back up for other
functions, it is our recommendation that because the duties do not fall within the scope of
the Senior Accounting Technician and that the position should be re-classified to an
- Accounting Technician 1.
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= Incumbent: ARy
« Current Classification: Senior Accounting Technician
* Recommended Classification: Administrative Aide

The incumbent has been in this position for<§jiJillmmwrand is responsible for processing
payroli, coordinating background investigations, processing and tracking personnel changes
and assisting with the annual budget. The incumbent reports that 23% of time is spent
entering and proofing data for the time keeping system and researching and resolving
problems; 30% of time is spent coordinating background checks for staff and processing
related documentation; 11% of time is spent processing and tracking personnel changes;
10% of time is spent coordinating the scheduling for the contracted services ambulance
operator pool; 5% is spent assisting with the annual budget, and the remaining time is spent
on related duties. The incumbent exercises lead supervision over a full time Accounting
Technician II and two contracted investigators. We consider that the duties and
responsibilities assigned to this position are more properly reflected in a different
classification. Based upon a review of the City’s classification structure, the classification
which most closely matches the duties would be the Administrative Aide.

« Incumbent: L
» Current Classification: Senior Accounting Technician
= Recommended Classification: Senior Accounting Technician

The incumbent has been in this position for SENNRNGNENENREENNNd is assigned to the Accounts
Receivable functional area, with responsibility for resolving complex customer service
issues. The incumbent reports that 40% of time is spent ensuring that invoices and notices
are properly processed, verifying transactions, reconciling accounts and preparing accounts
for the collection agency; 37% of time is spent on the resolution of customer service
questions; 10% of time is spent updating the policies and procedures manual and training
staff on the accounts receivable processes; the remainder of time is spent on generating
reports and related transactional processes. The incumbent states that she exercises direct
supervision over one full time employee. Itis our assessment that, due to the complexity of
the customer service related accounting tasks, rather than the fact that the incumbent has
direct supervisory responsibilities [which we consider to be ancillary in nature], the duties
and responsibilities assigned to this position fall within the scope of the Senior Accounting
Technician classification and no change is recommended.

=  [Incumbent: 4R

» Current Classification: Accounting Technician Supervisor
* Recommended Classification: Accounting Technician Supervisor

The incumbent has been in this position for Sl and is assigned to the central
cashiering and municipal billing functions. The incumbent reports that 25% of time is spent
on direct supervisory duties of staff responsible for cashiering and account maintenance;
23% of time is spent dealing with customer inferactions; 24% of time is spent batancing,
posting and processing batches; 25% of time is spent reviewing delinquent accounts and
approving payment plans and terms; the remaining time is spent on direct supervisory duties
such as documenting performance issues and preparing staff evaluations. The incumbent
states she is a direct supetvisor over 5 full time employees and 3 part time employees. It is
our assessment that the duties and responsibilities assigned to this position fall within the
scope of the Accounting Technician Supervisor classification and no change is
recommended.
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-BUILDING AND SAFETY FAMILY

This job family comprises three levels as follows:

= Building Inspector | — This is the entry level into the series and requires a High
School equivalency and 5 years of experience. There are no certification
requirements at this level.

» Building Inspector il — This is the journey level into the series and requires a High
School equivalency and 5 years of experience including one year of experience as a
Combination Inspector. The certification requirements for this level are as Building
and- Combination Dwelling Inspector, as a Building, Plumbing and Mechanical
Inspector, or other approved combination certifications.

= Building Inspector lif~ This is the advanced journey level into the series and requires
a High School equivalency and 5 years of experience including 3 years performing
Combination Inspections. The certification requirements for this level are as a
Building, Plumbing, Electrical and Mechanical Inspector.

= Incumbent:
* Current Classification: Building Inspector |
* Recommended Classification: Building Inspector |

The PDQ submitted by the incumbent is the same as that submitted by other Building
Inspector |, Il and Il staff. The incumbent has been in this position for «<yssmmand is
responsible for inspection of commercial, industrial and residential structures. The
incumbent reports that 59% of time is spent inspecting commercial, industrial and residential
structures; 12.5% of time is spent answering phones and returning phone calls to schedule
inspection times; 13% of time is spent traveling to inspection locations; and the remainder of
time is spent on related tasks. The City has confirmed that the incumbent has attained the
. Plumbing inspection certification necessary to qualify for the Building Inspector Il level; for
that reason, no change is recommended.

= Incumbent: F_
* Current Classification: Building Inspector Il
= Recommended Classification: Building Inspector Ii

The PDQ submitted by the incumbent is the same as that submitted by other Building
Inspector I, Il and It staff. The incumbent has been in this position for GJFand is
responsible for inspection of commercial, industrial and residential structures. The
incumbent reports that 59% of time is spent inspecting commercial, industrial and residential
structures; 12.5% of time is spent answering phones and returning phone calls to schedule
inspection times; 13% of time is spent traveling to inspection locations; and the remainder of
-time is spent on related tasks. The City has confirmed that the incumbent has attained the
Combination and Building inspection certifications necessary to qualify for the Building
- Inspector |l level; for that reason, no change is recommended.
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= Incumbent: r ]
» Current Classification: Building Inspector Il

= Recommended Classification: Building Inspector i

The PDQ submitted by the incumbent is the same as that submitted by other Building
Inspector I, i and HI staff. The incumbent has been in this position for i and is
responsible for inspection of commercial, industrial and residential structures. The
incumbent reports that 59% of time is spent inspecting commereial, industrial and residential
structures; 12.5% of time is spent answering phones and returning phone c¢alls to schedule
inspection times; 13% of time is spent traveling to inspection locations; and the remainder of
time is spent on related tasks. The City has confirmed that the employee holds the required
certification for the Building Inspector il classification; for that reason, no change is
recommended.

» Incumbent: -
= Current Classification: Building Inspector
» Recommended Classification: Building Inspector il

The PDQ submitted by the incumbent is the same as that submitted by other Building

~ Inspector 1, 1l and Il staff. The incumbent has been in this position for <IN and is
responsible for inspection of commercial, industrial and residential structures. The
incumbent reports that 59% of time is spent inspecting commercial, industrial and residential
structures; 12.56% of time is spent answering phones and returning phone calls to schedule
inspection times; 13% of time is spent traveling to inspection locations; and the remainder of
time is spent on related tasks. The City has confirmed that thé incumbent has attained the
Building, Mechanical and Plumbing inspections certifications necessary to qualify for the
Building Inspector Hl level; for that reason, no change is recommended.

* Incumbent: r
= Current Classification: Building Inspector Il
= Recommended Classification: Building Inspector Il

The PDQ submitted by the incumbent is the same as that submitied by other Building
Inspector |, ll, and il staff. The incumbent has been in this position for <N and is
responsible for inspection of commercial, industrial and residential structures. The
incumbent reports that 59% of time is spent inspecting commercial, industrial and residential
structures; 12.5% of time is spent answering phones and returning phone calls to schedule
inspection times; 13% of time is spent traveling to inspection locations; and the remainder of
time is spent on related tasks. The City has confirmed that the incumbent has the
Combination and Dwelling inspection certifications necessary to qualify for the Building
Inspector Il level; for that reason, no change is recommended.

= Incumbent: : ]

= Current Classification: Building Inspector I
» Recommended Classification: Building Inspector I

The incumbent has been in this position for4EE and is responsible for inspections and
certificate of occupancy. The incumbent reports that 30% of time is spent inspecting
structural, plumbing, mechanical and electrical installations and code interpretation; 30% of
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time is spent performing certificate of occupancy inspection; and the remainder of time is
spent on related tasks. Based on the PDQ the incumbent has attained the Building,
Mechanical, Electrical and Plumbing inspections certifications. The incumbent has attained
the certifications, and meets the 3 year combination inspection requirement to progress to
the Ill level; and the City confirms that the employee was promoted to the Building Inspector
Il classification during the course of his study.

* Incumbent:
= Current Classification: Building Inspector lll
=  Recommended Classification: Building Inspector Il

The PDQ submitted by the incumbent is the same as that submitted by other Building
Inspector |, Il and Ill staff. The incumbent has been in this position for IR and is
responsible for inspection of commercial, industrial and residential structures. The
incumbent reports that 59% of time is spent inspecting commercial, industrial and residential
structures; 12.5% of time is spent answering phones and returning phone calls to schedule
inspection times; 13% of time is spent traveling to inspection locations; and the remainder of
time is spent on related tasks. The City has confirmed that the employee has attained the
certifications necessary to qualify for the Building Inspector ill level and for that reason, no
change is recommended.

= Incumbent: AN
"= Current Classification: Building Inspector I
- =  Recommended Classification: Building Inspector Il

The incumbent has been in this position for Sl and is responsible for inspection of
commercial, industrial and residential structures. The incumbent reports that 55% of time is
spent inspecting commercial, industrial and residential structures; 12% of time is spent
answering phones and returning phone calls to schedule inspection times; 13% of time is
spent traveling to inspection locations. The City has confirmed that the incumbent has
attained the Building, Plumbing, Mechanical and Electrical inspections certifications
necessary to qualify for the Building Inspector Il level; for that reason, no change is
recommended.

= Incumbent: A
= Current Classification: Building Inspector lll
*  Recommended Classification: Building Inspector il

The incumbent has been in this position for 4N and is responsible for inspection of
commercial, industrial and residential structures. The incumbent reports that 55% of time is
spent inspecting commercial, industrial and residential structures; 12% of time is spent.
answering phones and returning phone calls to schedule inspection times; 13% of time is
'spent traveling to inspection locations. The City has confirmed that the incumbent has
attained the Building, Plumbing, Mechanical and Electrical inspections certifications
necessary to qualify for the Building Inspector {ll level; for that reason, no change is
recommended.
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CITY CLERK FAMILY

= Incumbent: A

= Current Classification: Senior Deputy City Clerk
= Recommended Classification: Senior Deputy City Clerk

The incumbent has been in this position for SENIME and is responsible for attending City
Council and Redevelopment meetings and recording meeting minutes. The incumbent
reports that 30% of time is spent on writing, editing, proofreading and submitting meeting
minutes in final form; 20% of time is spent on budgeting and purchasing for the department;
15% of time is spent attending City Council and redevelopment agency meetings; 10% of
time is spent on records management and requests for public records; and the remainder of
time is spent on related tasks. Based upon the City’s concept that the Senior Deputy City
Clerk is the journey level of the series, it is our assessment that the duties and
responsibilities assigned to this position fall within the scope of the Senior Deputy City Clerk
classification and no change is recommended.

* Incumbent: AN
= Current Classification: Senior Deputy City Clerk
=  Recommended Classification: Senior Deputy City Clerk

The incumbent has been in this position for JiiJjillff and is responsible for attending City
Council and Redevelopment meetings and recording meeting minutes. The incumbent
reports that 20% of time is spent organizing staff reports and interacting with departments to
coordinate agenda items; 30% of time is spent attending City Council and Redevelopment
Agency meetings; 10% of time is spent attending agenda review meetings; 10% of time is
spent at the front counter and on telephone related customer service; 10% of time is spent
providing work direction to volunteer and temporary part-time staff; 10% of time is spent
administering oaths, codifying ordinances and election procedures; and the remaining time
is spent on related dufies. Although the City Clerk signed the PDQ, during a phone
conversation with the consultant, the City Clerk indicated the duties listed in the PDQ were
not an accurate reflection of the duties performed. According to the City Clerk the
incumbent’s responsibilities are codification of ordinances and typing travel requests and

- memos. Despite the conflicting statements, the recommended classification is based on
information provided in the PDQ which was also signed by the City Clerk and must therefore
stand unless the City provides documentation to the contrary. Based upon the City's
concept that the Senior Deputy City Clerk is the journey level of the series, it is our
assessment that the duties and responsibilities assigned to this position fall within the scope
of the Senior Deputy City Clerk classification and no change is recommended.

* [ncumbent:
= Current Classification: Acting Senior Deputy City Clerk
= Recommended Classification: Senior Deputy City Clerk

~ The incumbent has been in this position for«<Slllilillll#+2nd is responsible for analyzing and
proof reading staff reports for City Council. The incumbent reports that 30% of time is spent
on agenda preparation; 40% of time is spent on follow-up on agenda items and processing
legal documents; 10% of time is spent on records management and the remaining time is
spent on related duties. Based upon the City’s concept that the Senior Deputy City Clerk is
‘the journey level of the series, it is our assessment that the duties and responsibilities
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assigned to this position fall within the scope of the Senior Deputy City Clerk classification
and no change is recommended.

= Incumbent: JNy

= Current Classification: Senior Deputy City Clerk
=  Recommended Classification: Records Coordinator

The incumbent has been in this position for N and is responsible for administration of
the City Clerk’s office Electronic Document Management system. The incumbent reports
that 60% of time is spent on records management including EDMS development; 25% of
time is spent on researching and retrieving formal response to legal discovery and public
records requests; and the remainder of time is spent on related tasks. It is our assessment
that the duties and responsibilities assigned to this position fall do not within the scope of
work expected of the Senior Deputy City Clerk classification and re-classification to the
Records Coordinator classification is recommended.

CIVIL ENGINEERING FAMILY

In general, there were no significant issues with the classifications in this group; it appears that
the City assigns the Civil Engineering Assistant, Associate Civil Engineer and Principal Civil
Engineer positions to one of the three following areas (i) capital improvement, (i) land
development and (iii} water system/quality functional areas; one Principal Engineer is over a
more specialized environmental review and permitting function. Using these broad
classifications permits more flexibility for the both the City and the employee in assignments and
provide opportunities for developing skill sets in multiple engineering areas. :

It is noted that the minimum qualifications for some classifications may appear to be
inconsistent in terms of career advancement, specifically those differences between the
Engineering Aide and the Engineering Technician, mainly with respect to the desire for the
Associate’s Degree at the Engineering Aide level, no requirement for an Associate's Degree at
the Technician level and the requirement for an Associate’s Degree at the Civil Engineering
Assistant level. Further, the requirement for only an Associate’s Degree at the Civil Engineering
Assistant level with the next higher class requiring a Bachelor's Degree and professional
licensure is a little different than the typical Assistant/Associate structure wherein both are
degreed levels; however this difference may be mitigated by the requirement for an Engineering
-in Training or Land Surveyor in Training certification.

» Engineering Aide — The minimum qualifications for this classification are High School
- with 3 years of experience in CADD operation; an Associate’s Degree is preferred.

* Engineering Technician (26.5% higher than Engineering Aide) - The minimum
qualifications for this classification are college level courses and 2 years of design or
construction experience. ‘

= Civil Engineering Assistant (8% higher than Engineering Technician) — The minimum
qualifications for this classification are an Associate’s Degree and 5 years of design or
consiruction experience and possession of an Engmeer in Training or Land Surveyor |
Training Certificate.

» Associate Civil Engineer (18.5% higher than Civil Engineering Assistant) - The minimum
qualifications for this classification are a Bachelor's Degree and 5 years of experience
and professional engineering licensure.
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= [ncumbent: -
= Current Classification: Engineering Technician
= Recommended Classification: Engineering Technician

The incumbent has been in this position for <IN 2nd is responsible supporting
“the contracts administration function for many years. The incumbent reports that 50% of
time is spent on contract related tasks such as preparation of documents {certificate of
insurance; project bonds, contractors signatures on original construction contracts, memos);
15% of time is spent scheduling construction meetings; 15% of time is spent on inspecting
job sites, and taking measurements, photos and field documentation; 10% of time is spent
obtaining contractor and internal staff signatures; and the remaining time is spent on related .
tasks. This position is assigned to a broad classification used in a number of different
functional areas. It is our assessment that the duties and responsibilities assigned to this
-position fall within the scope of the Engineering Technician classification and no change is
recommended.

= Incumbent: S

= Current Classification: Engineering Technician
« Recommended Classification: Engineering Technician

The incumbent has been in this position for P and is responsible for issuing
encroachment permits for construction in the right of way; to accomplish this, the position

- reviews plans, field constructions and construction details to ensure compliance with Public
Works and APWA standards. The incumbent reports that 16% of time is spent reviewing
permit requests; performing plan check duties and calculating fees; 14% of time is spent
assisting the public in the permit process; 5% of time is spent conducting a plan review and
interpreting regulations for developers; 5% of time is spent reviewing dock permits; 7% of
time is spent reviewing building applications with impact on public works; 18% of time is
spent on design improvement for capital projects with a further 18% spent on the permit
system database for such projects, 10% of time is spent on general plan check logging and
review; and the remainder of time is spent on related tasks. It is our assessment that the
duties and responsibilities assigned to this position fall within the scope of the Engineering
Technician classification and no change is recommended.

= Incumbent:
= Current Classification: Engineering Technician
= Recommended Classification: Engineering Technician

The incumbent as been in this position for G d is responsible for implementing
the new Document Imaging System for the Public Works Department. The incumbent
reports that 70% of time is dedicated to the Document Imaging Project — he has created
. software specifications and evaluated vendors; researched and recommended hardware
and software; developed system testing and operating policies for evaluating software; and
has coordinated and evaluated work of vendors and contractors as well as their hardware
and software; 20% of time is spent generating construction drawings, designing and
preparing construction drawings; 5% of time is spent on database development for
permitting, CIP and NPDES; and 5% of time is spent on grant reimbursements. The
Document Imaging Project given to the incumbent over the last year and is his primary
objective; he does a lot of programming and wrote the Public Works business requirements
for the program including acceptance criteria; does all hardware and software evaluation
and custom programming; the information Technology Department heads the project but he
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is the department coordinator. It is our assessment that the duties and responsibilities
assigned to this position fall within the scope of the Engineering Technician classification
and no change is recommended.

* Incumbent: A
= Current Classification: Engineering Technician
* Recommended Classification: Engineering Technician

The incumbent has been in this position fordjijiliil and has responsibility for issuing public
works related permits. The incumbent reports that 35% of time is spent reviewing permit
requests and performing plan check duties; 20% of time is spent checking plans, reviewing
and issuing permits to utility companies; 10% of time is spent checking plans, reviewing and
issuing harbor permits; 10% of time is spent reviewing and approving applications for the
Truck Overload Program; 15% of time is spent researching and resolving issues that arise
during the development permit process and the remainder of time is spent on related tasks.
It is our assessment that the duties and responsibilities assigned to this position fall within
the scope of the Engineering Technician classification and no change is recommended.

v Incumbent:
= Current Classification: Civil Engineering Assistant
*  Recommended Classification: Civil Engineering Assistant

The incumbent has been with the City for aijjjiieEmgatd is responsible for working on
capital project design and construction tasks. The incumbent reports that 55% of time is
spent generating preliminary to final construction plans including drafting, construction
notes, details, design and layouts; these plans are used 1o base construction costs; 10% of
time is spent conducting field survey work: 10% of time is spent determining quantities of
material needed for construction jobs; 10% of time is spent researching maps for knowledge
of previous design in areas and 5% of time is spent on pavement management and
stormwater projects. It is our assessment that the duties and responsibilities assigned to
this position fall within the scope of the Civil Engineering Assistant classification and no
change is recommended.

= Incumbent: <

= Current Classification: Civil Engineering Assistant
= Recommended Classification: Civil Engineering Assistant

- The incumbent has been in this position foraand is responsible for reviewing and
processing plan checks for private development projects for the construction of water facility
improvements including writing conditions of approval and code requirements. She also
performs hydraulic water analyses to ensure any proposed development meets City design
requirements and parameters, and operates the City's hydraulic water model to ensure the
City’s existing water distribution system supports the demand of the proposed development.
The incumbent reports that 40% of time is spent on plan checking engineering plans and
reports for private development to ensure proper water system design with an additional 4%
of time dedicated to plan checking grading plans and reviewing soil engineering reports,
30% of time is spent reviewing conditions of approval and code development requirements
for water improvements for private development; 10% of time is spent reviewing hydraulic
water analyses reports; 5% of time is spent addressing public and developer concerns on
projects with an additional 5% of time spent on attending development meetings with
engineers and developers; the remaining time is spent on related tasks. it is our assessment
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that the duties and responsibilities assigned to this position fall within the scope of the Civil
Engineering Assistant classification and no change is recommended.

* Incumbent:
= Current Classification: Civil Engineering Assistant
*» Recommended Classification: Civil Engineering Assistant

The incumbent has been in this position for «iNENEw:nd is responsible for creating
engineering plans, specifications and cost estimates, and preparing grant applications for
capital improvement projects. The incumbent reports that 40% of time is spent designing
technical construction civil engineering plans, modifying City plans and drawings and
preparing project specifications; 30% of time is spent completing and submitting
documentation to funding agencies for construction design and specifications, preparing
grant applications and completing and submitting documentation for Measure M funding on
an annual basis; 5% of time is spent completing and submitting the City's annual DBE goals;
5% of time is spent preparing documentation for City Council approval; 5% of time is spent
presenting scheduled bid opening resuits; 5% of time is spent on analyzing project costs
and 5% of time is spent building the City's Integrated Infrastructure Management Program
document that identifies capital improvement needs; the remaining time is spent on related
tasks. It is our assessment that the duties and responsibilities assigned to this position fall
within the scope of the Civil Engineering Assistant classification and no change is
recommended.

CONSTRUCTION SERVICES FAMILY

This job family comprises three ievels as follows:

= Construction Inspector | — This is the entry level into the series and requires a High
School equivalency and 2 years of experience. There are no cerification
requirements at this level.

= Construction Inspector Il — This is the journey level into the series and requires an

additional supplemental course work and 3 years of experience. The certification

~ requirements are that an incumbent attains one of the following — Public Works

Inspector Certificate, Public Works Certification or equivalent, ICC Certificate or

equivalent as a special inspector [concrete or structural masonry inspector],

Electrical Power Inspector, or State of Calfiornia Grade Il or 1ll Water Distribution
Certificate. ‘ '

= Senior Construction Inspector — This is the advanced journey level into the series
and requires an Associate’s Degree and 5 years experience, as well as 2
certifications as described above for the journey level.

= Incumbent:
= Current Classification: Construction Inspector I
» Recommended Classification: Construction Inspector I

The incumbent has been in this position for SR and is responsible for water facilities
inspections. The incumbent reports that 55% of time is spent on construction inspection of
new water facilities; 25% of time is spent on inspection of reconstruction water facilities; and
the remaining time is spent on related tasks. The City confirms that the incumbent has
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attained the Public Works Water Treatment Grade I! and Water Distribution Grade I
certifications and inspections certifications necessary to qualify for the Construction
inspector il level; for that reason, no change is recommended.

= Incumbent:
»  Current Classification: : Construction Inspector I
* Recommended Classification: Construction Inspector i

The incumbent has been in this position for SNl and is responsible for water facilities
inspections. The incumbent reports that 30% of time is spent on inspection of new water
facilities; 15% of time is spent on disinfecting and testing newly constructed or repaired
water systems; 15% of time is spent on hydrostatics testing; 15% of time is spent enforcing
NPDES requirements; 10% of time is spent on sample record keeping; 10% of time is spent
on pipeline disinfection; and the remainder of time is spent on related tasks. The City has
confirmed that the employee has attained the certifications necessary to qualify for the
Construction Inspector |l classification; for that reason, no change is recommended.

=  Incumbent:
= Current Classification: Construction Inspector Il
= Recommended Classification: Construction Inspector l

The incumbent has been in this position for SRR and is responsible for inspection of
construction projects. The incumbent reports that 45% of time is spent on construction
inspection and documentation of installation in public right of way; 45% of time is spent on
“construction inspection and documentation of capital and developer projects; and the
remainder of time is spent on related tasks. The City has confirmed that the incumbent has
attained the Water Distribution Il and elecirical certifications necessary to qualify for the
Construction Inspector 1l classification; for that reason, no change is recommended.

*» Incumbent:
= Current Classification: Senior Construction Inspector
= Recommended Classification: Senior Construction Inspector

The incumbent has been in this position for Gl and is responsible for inspection of
-complex construction projects. The incumbent reports that 25% of time is spent inspecting
capital improvement projects; 25% of time is spent inspecting development projects; 25% of
time is spent on inspection and encroachment permits; 10% of time is spent documenting
work performed, maintaining databases and responding to citizens; and the remainder of
time is spent on related tasks. The City has confirmed that the incumbent has attained the
Public Works and Water Distribution certifications necessary to qualify for the Senior
Construction Inspector classification; for that reason, no change is recommended.

= Incumbent: <
s Current Classification: _ Senior Construction Inspector
= Recommended Classification: Senior Construction Inspector

The incumbent has been in this position for (Il and is responsible for inspection of
complex construction projects. The incumbent reports that 26% of time is spent inspecting
capital improvement projects; 25% of time is spent inspecting development projects; 25% of
time is spent on inspection and encroachment permits; 10% of time is spent documenting
work performed, maintaining databases and responding to citizens; and the remainder of
time is spent on related tasks. The City has confirmed that the incumbent has attained the
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Public Works and Water Distribution certifications necessary to qualify for the Senior
Construction Inspector classification; for that reason, no change is recommended.

Incumbent: A

= Current Classification: Senior Construction Inspector
= Recommended Classification: Senior Construction Inspector

The incumbent has been in this position for Gl and is responsible for inspection of
complex construction projects. The incumbent reports that 30% of time is spent on capital
improvement projects or cash contract inspection and project management support; 20% of
time is spent on encroachment permits and monitoring inspection of construction projects;
20% of time is spent on harbor permit program monitoring and NPDES monitoring; 10% of
time is spent on traffic control inspections; and the remainder of time is spent on related
- tasks. The City has confirmed that the incumbent has reinforced structural concrete and
masonry and Water Distribution Grade |i certifications necessary to qualify for the Senior
Construction Inspector classification; for that reason, no change is recommended.

Incumbent:
= Current Classification: Senior Construction Inspector
» Recommended Classification: Senior Construction Inspector

The incumbent has been in this position for~ and is responsible for inspection of
complex construction projects. The incumbent reports that 75% of time is spent inspecting
capital improvement projects, development projects and encroachment permits; 10% of time
is spent documenting work performed, maintaining databases and responding to citizens;
and the remainder of time is spent on related tasks. The City has confirmed that the
incumbent has attained the certification necessary to qualify for the Senior Construction
Inspector classification; for that reason, no change is recommended.

CLERICAL FAMILY
= Incumbent:
= Current Classification: Legal Secretary
*» Recommended Classification: Legal Assistant
The incumbent has been in this position fo nd is responsible for a wide variety of

confidential, complex, and specialized administrative support duties for the City Attorney’s
Office. The incumbent reporis 50% of time is spent preparing and transcribing legal
documents, 40% of time is spent performing confidential secretarial support for attorneys,
with the remainder of time spent on related tasks. The supervisor's statements indicate that
the employee works with highly confidential information and performs work of
paraprofessional nature. It is our assessment that the duties and responsibilities assigned to
this position do not fall within the scope of work expected of the Legal Secretary
classification and re-classification to the Legal Assistant classification is recommended.
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= Incumbent:
= Current Classification: Legal Secretary
= Recommended Classification: Legal Assistant

The incumbent has been in this position for ¢jiimmmand is responsible assisting attorneys
in the preparation and coordination in all stages of legal work. The incumbent reports that
30% of time is spent preparing legal documents; 25% of time is spent performing
confidential clerical support which includes court appointments, composing correspondence,
and scheduling and meetings; 15% of time is spent co-leading teams in developing new
case management software; 10% of time is spent reviewing all certificates of insurance for
companies and individuals doing business in the City, with the remainder of time spent on
related tasks. It is our assessment that the duties and responsibilities assigned to this
position do not fall within the scope of work expected of the Legal Secretary classification
- and re-classification to the Legal Assistant classification is recommended.

= [ncumbent:

= Current Classification: Legal Secretary

= Recommended Classification: Legal Assistant

The incumbent has been in this position for(@uum and is responsible assisting attorneys in
the preparation and coordination in all stages of legal work. The incumbent reports that 50%
of time is spent preparing and transcribing a variety of legal documents; 15% of time is
spent performing confidential secretarial duties for the assigned attorney which includes
maintaining calendars, preparing documents, assembling reports and composing
correspondence; 10% of time is spent gathering, typing, copying and distributing materials,
preparing documents for court filing and transcribing notices; 20% of time is spent assisting
in the implementation of new case management software (ProLaw), with the remainder of
time spent on related tasks. It is our assessment that the duties and responsibilities
assigned to this position do not fal within the scope of work expected of the Legal Secretary
classification and re-classification to the Legal Assistant classification is recommended.

» Incumbent: AN

= Current Classification: Legal Secretary
= Recommended Classification: Legal Assistant

The incumbent has been in this position for «Eljmmwand is responsible handling all advisory
issues which include agreements, contracts, resolutions and ordinances. The incumbent
reports that majority of time is spent on preparing legal documentation, performing advisory
duties and assisting the assigned attorney in the preparation and coordination of all stages
of legal work; pleadings are a minimal part of the incumbent’s job. It is our assessment that
the duties and responsibilities assigned to this position do not fall within the scope of work
expected of the Legal Secretary classification and re-classification to the Legal Assistant
classification is recommended. ' '
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COMMUNITY SERVICES FAMILY
= Incumbent: SR _
= Current Classification: Human Services Program Supervisor
* Recommended Classification: Human Services Program Supervisor

The incumbent has been in this position for SEilmmge and is responsible, through direct
supervision of staff, for managing a self sufficiency program. The incumbent reports 22% of
time is spent on implementation and coordination of the human service project (PS-S) as
well as work with the PS-S foundation; 20% of time is spent preparing administrative
technical reports and summaries; 17% of time is spent representing PS-S. on Community
and County social services commitiees; 16% of time is spent interviewing clients and
- assessing program client eligibility and needs; 10% of time is spent determining program
benefits awarded to client, with the remainder of time spent on related tasks. It is our
assessment that the duties and responsibilities assigned to this position falt within the scope
of the Human Services Program Supetrvisor classification and no change is recommended.

* Incumbent:
» Current Classification: Human Services Program Supervisor
* Recommended Classification: Human Services Program Supervisor

The incumbent has been in this position for Gimmmwand is responsible, through direct
supervision of staff, for ensuring the delivery of direct and indirect services to the senior
population of Huntington Beach; these services are provided in two senior center locations
with services that include senior recreation activities, outreach, home meals, case
management and transportation. The incumbent reports that 25% of time is spent meeting
with and supervising the work of staff; 20% of time is spent with seniors and coordinators to
ensure quality programs; 15% of time is spent with social worker staff responsible for case
management of elderly and frail citizens; 10% of time is spent planning activities; 10% of
time is spent monitoring the senior transportation program; 14% of time is spent
coordinating services with external agencies and fund raising, with the remaining time spent
on related tasks. It is our assessment that the duties and responsibilities assigned to this
position fall within the scope of the Human Services Program Supervisor classification and
no change is recommended.

ENVIRONMENTAL FAMILY
« Incumbent: . N

* Current Classification: Administrative Environmental Specialist
* Recommended Classification: Administrative Environmental Specialist

The incumbent has been in this position for G and is responsible for ensuring
compliance with State and Federal regulations governing the storm water poliution
prevention and sewer systems overflow prevention programs. The incumbent reports that
25% of time is spent conducting inspections on industrial, commercial and construction
sites; 20% of time is spent on database management; 10% of time is spent on public
education which includes developing and distributing public education materials; 10% of
fime is spent on source investigations which includes identifying and investigating sources of
pollution; the remainder of time is spent on related tasks. It is our assessment that the duties
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‘and responsibilities assigned to this position fall within the scope of the Administrative
Environmental Specialist classification and no change is recommended.

FIRE OPERATIONS FAMILY

= Incumbent:
= Current Classification: Fire Safety Program Specialist
* Recommended Classification: Fire Safety Program Specialist

The incumbent has been in this position for«EliilJ» and is responsible for reviewing and -
approving site plans submitted for special events and then inspecting those sites prior to
issuing a permit; such events are local, national and international in nature with a significant
impact on the City's operations and revenues. The incumbent reports that 35% of time is
spent on reviewing, inspecting and approving site plans for specific events; 15% of time is
spent developing and implementing fire safety education and information programs for
schools and community groups; 15% of time is spent coordinating the department’s
participation in events; 15% of time is spent recruiting and training volunteers involved in the
City’s Senior Home Inspection Program and 10% serving as the Public Information Officer
for the department as required. The remainder of time is spent performing related tasks. It
is our assessment that the duties and responsibilities assigned to this position fall within the
scope of the Fire Safety Program Specialist classification and no change is recommended.

INFORMATION SYSTEMS FAMILY

= Information Systems Analyst VIHIAIV/Senior - In general, there were no significant
issues with this series and no structural changes were recommended although some
individual allocations were changed.

= GIS Analyst — Based on the growth of this functional area, and the differing levels and
bodies of work that exist within the functional area, we recommend that the creation of a
GIS Analyst | (entry), GIS Analyst 1l {journey), and Senior GIS Analyst (advanced
journey) -~ all current positions are allocated to the GIS Analyst Il level.

» Incumbent:
= Current Classification: Information Systems Analyst |
= Recommended Classification: Information Systems Analyst |

The incumbent has been in this position forlNEN» 2nd is responsible for serving as
a backup to higher level analysts for multiple software systems, wiiting reports and
documentation; froubleshooting application issues; and programming and testing in house
~developed applications and tools. The incumbent reports that 35% of time is spent on
programming tasks that include receiving requirements; creating design documents;
implementing and writing code; testing for bugs; writing installation procedures and other
-documentation; releasing application and making future updates; 20% of time is spent on
report writing tasks that include receiving specifications, identifying data sources, creating
and coding the report; 20% of time is spent on systems analysis related duties such as
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creating reports, researching problems, troubleshooting and debugging and working with the
vendor on sofiware problems; 10% of time is spent on system maintenance tasks that
include restoring the testing and development environment; applying updates to software
and creating scripts for batch data changes; 10% of time is spent serving as a member on
assigned project teams; 5% of time is spent on user support such as installing software,,
retrieving passwords and changing file permissions; and the remainder of time is spent on
related tasks. It is our assessment that the duties and responsibilities assigned to this
position fall within the scope of the Information Systems Analyst | classification and no
change is recommended. :

= Incumbent: :
= Current Classification: Information Systems Analyst |
* Recommended Classification: Information Systems Analyst Ii

The incumbent has been in this position for <P and the primary duties and
responsibilities are related to Microsoft Suite training. The incumbent reports that 30% of
time is spent on creating the curriculum and facilitating training for all City employees on MS
Word, Outlook, PowerPoint and Excel; 25% of time is spent on supporting and overseeing
the implementation of Pro-Law which is a third party software program for the City Attorney’s
office; 20% of time is spent on user support tasks such as troubleshooting and resolving
applications problems; 10% of time is spent upgrading MS Office to the 2003 version for all
users; 10% of time is spent on Access in-house database support, maintenance,
modification and administration (there are about 30 variations of databases) with the
remaining 5% of time spent on Adobe Acrobat and Blackberry device support. It is our
assessment that the duties and responsibilities assigned to this position fall within the scope
of the Information Systems Analyst Il classification and we recommend the position be re-
classified accordingly.

= Incumbent:
»  Current Classification: Information Systems Analyst |
* Recommended Classification: Information Systems Analyst Il

The incumbent has been in this position for<gPand is responsible for supporting and
maintaining all of the Fire Department's database systems and applications, and for
implementing projects related to these systems; supported applications include Firehouse,
a back end system which has a relational database and which is used for tracking
inspections and their oil well systems; Telestaff which tracks all staffing and calls out when
staff are needed, and WebStaff which is web based with similar functionality. The
“incumbent reporis that 30% of time is spent on system support for Access, SQL, and
CADRMS; 30% of time has been spent on projects such as upgrading the Firehouse
system, Telestaff and Webstaff; 15% of time is spent on software design, development and
implementation, with an additional 5% of time spent on testing and 5% of time for
- documentation; and 15% of time is spent on user training and support. It is our assessment
that the duties and responsibilities assigned to this position fall within the scope of the
Information Systems Analyst Il classification and we recommend the position be re-classified
~accordingly.
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= Incumbent: SN
= Current Classification: Information Systems Analyst If

* Recommended Classification: Information Systems Analyst Il

The incumbent has been in this position forqiliijiimme and is responsible for developing and
implementing new applications; performing system administration tasks such as database
security management, database disaster recovery, systems troubleshooting, application
security, report creation and implementing system upgrades. The incumbent is currently
assigned to the Library project as the primary support and implementation analyst — this
program tracks all library materials. The incumbent is also is the Application Owner for
RecWare, an on-line module for class registration, and is the back up for the JD Edwards
system (finance, utility system, water billing system). In total, the incumbent supports about
15 applications. The incumbent reports that 25% of time is spent troubleshooting and
rresolving system problems at the application, hardware and network levels; 20% of time is
spent analyzing department requests for evaluation of user needs for technology solutions;
15% of time s spent on systems maintenance, upgrades and updates; 10% of time is spent
on systems security administration such as defining and implementing access controls; 10%
of time is spent on systems recoverability such as creating testing backup procedures: 10%
of time is spent creating reports; 5% of time is spent verifying data integrity; and 5% of time
is spent monitoring systems hardware and network performance. It is our assessment that
the duties and responsibilities assigned to this position faill within the scope of the
Information Systems Analyst Il classification and we recommend the position be re-
classified accordingly.

= Incumbent:
= Current Classification: information Systems Analyst lif
* Recommended Classification: Information Systems Analyst I

The incumbent has been in this position for G and provides support to the CityView,
In/Out Board, Citrix and the Property Tax Applications. The incumbent reports that 50% of
time is dedicated to user support such as troubleshooting applications and printer problems,
providing logins, access to database, and changing passwords; 10% of time is spent
ensuring that Building Inspector laptops are working properly and replicating information
overnight to make sure they have a refreshed copy of the database; 10% of time is spent on
project work; 10% of time is spent on report generation; 10% of time is spent on system
update and 10% of time is spent on installing applications. It is our assessment that the
duties and responsibilities assigned to this position fall within the scope of the Information
Systems Analyst Il classificaton and we recommend the position be re-classified
accordingly.

= Incumbent:
= Current Classification: Information Systems Analyst IV
= Recommended Classification: Information Systems Analyst IV

The incumbent has been in this position for (i and serves as the City's Webmaster
with responsibility for serving as the City’s technical expert in planning, developing,
implementing, maintaining and managing the City's internet and intranet sites. The
incumbent reports that 45% of time is spent developing web applications for the City’s web-
site — these applications can be very complex and highly interactive; 20% of time is spent
maintaining and developing the web content for the internet and intranet with an additional
5% of time working with web content publishers; 10% of time is dedicated to training and
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managing the work of interns; 10% of time is spent researching best practices on web
management for application to the City's sites; 5% of time is spent gathering project
requirements and scoping web projects; and 5% of time is spent on developing layout and
architecture. It is our assessment that the duties and responsibilities assigned to this
position fall within the scope of the Information Systems Analyst {V classification and no
change is recommended. '

« Incumbent:
= Current Classification: Information Systems Analyst IV
* Recommended Classification: Information Systems Analyst IV

The incumbent has been in this position for <l and is responsible for the mission
critical systems and networks within the Police Department — these systems include
emergency dispatch, specialized applications and telecom services. The incumbent reports
that 30% of time is spent troubleshooting and resolving systems problems related to CAD,
Records Management, Message Switch, Wireless/Mobile broadband, Jail Management,
Access Control, interface with CLETS, ELETE and other state or national systems: 20% of
time is spent on programming and custom report generation with an additional 10% of time
spent on new system development; 20% of time is spent on system development, planning
acquisition and implementation; 10% of time is spent on system administration, network
security and interface with external systems with an additional 5% of time spent on network
infrastructure support; and 5% of time is spent on data conversion, migration and system
interfaces. 1t is our assessment that the duties and responsibilities assigned to this position
fall within the scope of the Information Systems Analyst IV classification and no change is
recommended.

= Incumbent:
* Current Classification: Information Systems Analyst IV
* Recommended Classification: information Systems Analyst IV

The incumbent as been in this position for- and is responsible for the systems and
networks within the Police Department; these systems include emergency dispatch,
specialized applications and telecom services. The incumbent reports that 40% of time is
spent troubleshooting and resolving systems problems related to CAD, Records
Management, Message Switch, Wireless/Mobile broadband, Jail Management, Access
Control, interface with CLETS, ELETE and other state or national systems; 15% of time is
spent on network support and maintenance, and overseeing upgrades; 10% of time is spent
on e-mail administration; 10% of time is spent on developing plans for capacity planning and
systems recovery; 10% of time is spent on user support; 5% of time is spent researching
new applications and upgrading existing applications; 5% of time is spent on report and
development and 5% of time is spent assisting in evaluating project requests. It is our
assessment that the duties and responsibilities assigned to this position fall within the scope
of the Information Systems Analyst IV classification and no change is recommended.

incumbent: : _

s Current Classification: GIS Analyst
=  Recommended Classification: GIS Analyst Il

The incumbent, who has been in this position for - completed a PDQ in
conjunction with P and is responsible for designing,
constructing, developing, implementing, maintaining and ensuring the integrity and accuracy
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of digital map layers and database schemas for the City's Geographic Information Systems.
They report that 20% of time is spent designing and constructing approximately 300 digital
map layers comprising 500,000 databases for the City’s GiS activities; 15% of time is spent
maintaining. and updating GIS datasets using GIS, field survey data and digital CAD
submittals from a variety of sources such as engineering plans and specifications, and
planning and zoning files; 256% of time is spent on client and system support for GIS
- applications and services including the procurement of new systems; 10% of time is spent
analyzing spatial and tabular information to solve complex problems; 10% of time is spent
developing methodologies for the analysis and manipulation of GIS data; 10% of time is
spent deploying and supporting all GIS applications and databases; and 10% of time is
spent GIS on documentation and inventory. It is our assessment that the duties and
responsibilities assigned to this position fall within the scope of a journey level GIS analytical
classification and we recommend allocation into the new GIS Analyst il classification.

= Incumbent:
s« Current Classification: GIS Analyst
* Recommended Classification: GIS Analyst Il

The incumbent, who has been in this position for B, completed a PDQ in. conjunction
with and is responsible for designing,. constructing,
developing, implementing, maintaining and ensuring the integrity and accuracy of digital
map layers and database schemas for the City’s Geographic Information Systems. They
report that 20% of time is spent designing and constructing approximately 300 digital map
layers comprising 500,000 databases for the City's GIS activities; 15% of time is spent
maintaining and updating GIS datasets using GIS, field survey data and digital CAD
submittals from a variety of sources such as engineering plans and specifications, and
planning and zoning files; 25% of time is spent on client and system support for GIS
applications and services including the procurement of new systems; 10% of time is spent
analyzing spatial and tabular information to solve complex problems; 10% of time is spent
developing methodologies for the analysis and manipulation of GIS data; 10% of time is
spent deploying and supporting all GIS applications and databases:; and 10% of time is
spent GIS on documentation and inventory. It is our assessment that the duties and
responsibilities assigned to this position fall within the scope of a journey level GIS analytical
classification and we recommend allocation into the new GIS Analyst Il classification.

= [ncumbent:
» Current Classification: GIS Analyst
= Recommended Classification: GIS Analyst I

The incumbent, who has been in this position for (il completed a PDQ in conjunction
with SRR -nd is responsible for designing, constructing,
developing, implementing, maintaining and ensuring the integrity and accuracy of digital _
map layers and database schemas for the City’s Geographic Information Systems. They
report that 20% of time is spent designing and constructing approximately 300 digital map
layers comprising 500,000 databases for the City's GIS activities; 15% of time is spent
maintaining and updating GIS datasets using GIS, field survey data and digital CAD
submittals from a variety of sources such as engineering plans and specifications, and
planning and zoning files; 25% of time is spent on client and system support for GIS
applications and services including the procurement of new systems; 10% of time is spent
analyzing spatial and tabular information to solve complex problems; 10% of time is spent
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developing methodologies for the analysis and manipulation of GIS data; 10% of time is
spent deploying and supporting all GIS applications and databases; and 10% of time is
spent GIS on documentation and inventory. It is our assessment that the duties and
responsibilities assigned to this position fall within the scope of a journey level GIS analytical
classification and we recommend allocation into the new GIS Analyst Il classification

LIBRARY SERVICES FAMILY

= Incumbent: S
«  Current Classification: Librarian
»  Recommended Classification: Librarian

The incumbent has been in this position for Qi and is responsible for staffing the
reference desk within the Central Library, with a branch library assignment where she is also
responsible for directing and participating in circulation activities, training volunteers and
implementing children’s programs. The incumbent reports that 30% of time is spent staffing
the reference desk;, 40% of time is spent developing the collection and de-selecting
materials from the collection; 15% of time is spent implementing children’s programs; 5% of
time is spent training volunteers and the remaining 10% is spent on miscellaneous patron
computer support and branch displays. It is our assessment that the duties and
responsibilities assigned to this position fall within the scope of the Librarian classification
- and no change is recommended.

= Incumbent: ' <4
= Current Classification: Librarian
=  Recommended Classification: Librarian

The incumbent participated in a group PDQ with S EREGGGGGGEEGSGGEEEEEy o

incumbents have been in the position for il and 1 incumbent has been in the position
for Y They have responsibility for staffing the reference desk within the Central
Library. They report that 50% of time is spent staffing the reference desk; 25% of time is
spent developing the collection and de-selecting materials from the collection; 10% of time is
spent instructing patrons on the use of library technology and systems; 5% of time is spent
providing lead direction to paging staff; 5% of time is spent on developing displays and the
remaining time is spent on related tasks. It is our assessment that the duties and
responsibilities assigned to this position fall within the scope of the Librarian classification
and no change is recommended.

= [ncumbent: _
«  Current Classification: Librarian
=  Recommended Classification: Librarian

The incumbent participated in a group PDQ with Sl GGG o

incumbents have been in the position for Sl and 1 incumbent has been in the position
for M. They have responsibility for staffing the reference desk within the Central
Library. They report that 50% of time is spent staffing the reference desk; 25% of time is
spent developing the collection and de-selecting materials from the collection; 10% of time is
spent instructing patrons on the use of library technology and systems; 5% of time is spent
providing lead direction to paging staff; 5% of time is spent on developing displays and the
remaining time is spent on related tasks. It is our assessment that the duties and
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- responsibilities assigned to this position fall within the scope of the Librarian classification
and no change is recommended.

= Jncumbent:
s Current Classification: Librarian
= Recommended Classification: Librarian

The incumbent participated in a group PDQ with — two .

incumbents have been in the position for il and 1 incumbent has been in the position
for % They have responsibility for staffing the reference desk within the Central
Library. They report that 50% of time is spent staffing the reference desk; 25% of time is
spent developing the collection and de-selecting materials from the collection; 10% of time is
spent instructing patrons on the use of library technology and systems; 5% of time is spent
providing lead direction to paging staff; 5% of time is spent on developing dispiays and the
remaining time is spent on related tasks. It is our assessment that the duties and
responsibilities assigned to this position fall within the scope of the Librarian classification
and no change is recommended.

«  Incumbent: L

w  Current Classification: Librarian
»  Recommended Classification: = Librarian

The incumbent has been in this position for 4jijlllmand is responsible for staffing the
children’s information desk within the Central Library. The incumbent reports that 33% of
time is spent supervising pages; however these are part-time temporary staff and there
appears to be some disagreement on the nature of this supetrvision, and whether it is unique
to this position; further it is not the primary purpose of the classification. 33% of time is
spent planning and conducting children’s story-time sessions; and 33% of time is spent
staffing the children’s information desk, with the remaining time spent on related tasks. Itis
our assessment that the duties and responsibilities assigned to this position fall within the
scope of the Librarian classification and no change is recommended.

=  ncumbent:
=  Current Classification: Librarian
= . Recommended Classification: Librarian

The incumbent has been in this position for (i and is responsible for staffing the
childrer’s information desk within the Central Library. The incumbent reports that 50% of
time is spent assisting patrons at the information desk; 20% of time is spent planning and
conducting children’s story-time sessions; 15% of time is spent ordering new books; 7% of
time is spent preparing materials to promote children’s library events; and the remaining
time is spent on related tasks. It is our assessment that the duties and responsibilities
assigned to this position fall within the scope of the Librarian ctassification and no change is
recommended.

» [ncumbent: e
= - Current Classification: Librarian
=  Recommended Classification: Librarian

The incumbent has been in this position for «iijiilllllisand is responsible for staffing the -
reference and children’s information desk within the Central Library, with a branch library
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assignment where she is also responsible for implementing children’s programs. The
incumbent reports that 40% of time is spent staffing the reference desk; 20% of time is spent
developing and implementing children’s programs at an assigned branch; 20% of time is
spent on writing grant proposals for the children’s department; 10% of time is spent ordering
and de-selecting collection materials and the remaining time is spent on related tasks. Itis
our assessment that the duties and responsibilities assigned to this position fall within the
scope of the Librarian classification and no change is recommended.

POLICE OPERATIONS FAMILY

= Incumbent: ANy

= Current Classification: Criminalist
=  Recommended Classification: Senior Criminalist

The incumbent has been in this position for’ and is responsible for providing scientific
experiise to the police department on forensic evidence related matters. The incumbent
reports that 60% of time is dedicated to the collection and forensic analysis of dangerous
~drugs and narcotics, with other types of analyses conducted as requested; 20% of time is
spent on administrative tasks such as monitoring inventory and ordering supplies, and
correspondence; 10% of time is dedicated to laboratory work such as serving as the Safety
Officer and troubleshooting/calibrating equipment; 10% of time is spent training and
assisting department staff on evidence collection and analysis. It is our assessment that the
duties and responsibilities assigned to this position fall within the scope of the Senior
Criminalist classification, and we recommend that the incumbent be reclassified accordingly.

= Incumbent:
» Current Classification: Parking/Traffic Control Coordinator
= Recommended Classification: Parking/Traffic Control Supervisor

The incumbent has been in this position for- and is responsible for supervising the
operational activities of Parking and Traffic Control officers, and conduct first level review of
parking tickets. The incumbent reports that 30% of time is spent reviewing and adjudicating
parking citations; 20% of time is spent hiring, training and evaluating new and current staff;
15% of time is spent conducting briefings, assigning areas of work and discussing new

- business for parking control! officers; 10% of time is spent on citizen complaints, 10% of time
is spent processing and assigning daily work for clerical employees; and the remaining time
is spent on related duties. The incumbent states she is a direct supervisor over sixteen full
time employees and four part time employees. It is our assessment that the duties and
responsibilities assigned to this position exceed those of a coordinator and are more
properly reflected in the City's fitling convention of “Supervisor”. It is our recommendation
that this position be re-classified as a Parking/Traffic Control Supervisor since the duties and
responsibilities are consistent with that concept.
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WATER OPERATIONS FAMILY

=  [ncumbent: _
s Current Classification: SCADA Coordinator
s Recommended Classification: SCADA Coordinator

The incumbent has been in this position for* and is responsible for planning,
assigning, reviewing and evaluating the design, implementation and maintenance of the
City’s Supervisory Control and Data Acquisition (SCADA) system. The incumbent reports
that 30% of time is spent ensuring that the SCADA system is functioning properly and that
the data is accurate; 20% of time is spent updating the system software program and
database with an additional 10% of time writing database scripts; 10% of time is spent
updating AutoCad drawings; 10% of time is spent analyzing the system to determine trends
and reports; 10% of time is spent supervising the work of a technician staff member; 5% of
time is spent on the design scheme of programmable logic controllers and 5% of time is
spent calibrating equipment. It is our assessment that the duties and responsibilities
assigned to this position fall within the scope of the SCADA Coordinator classification and
no change is recommended.

= Incumbent:
= Current Classification: Senior Water Services Inspector
=  Recommended Classification: Senior Water Services Inspector

The incumbent has been in this position for - and is responsible for inspection of
complex water facilities. The incumbent reports that 30% of time is spent on construction
inspection of water facilities; 15% of time is spent disinfecting and testing new and repaired
water systems; 15% of time is spent performing hydrostatic testing of new and repaired
water systems; 10% of time is spent recording health samples; 15% of time is spent
enforcing NPDES requirements; and the remainder of time is spent on related tasks. The
City has confirmed that the incumbent has attained the Water Distribution Grade Ili, Water
Treatment Grade Il and Public Works certifications necessary 10 be classified as a Senior
Water Services Inspector; for that reason, no change is recommended.

36






TITLE: HUMAN SERVICES PROG SUPERVISOR DATE: DECEMBER, 2001

JOB CODE: 0113
EMPLOYMENT STATUS: REGULAR FULL-TIME
UNIT REPRESENTATION: MEA

FLSA STATUS: NON-EXEMPT

DUTIES SUMMARY

With general supervision, supervises employees and volunteers who provide general
case management and referral services to target residenis, works closely with
community resources, and refers or assists in referral to community programs and
resources; and performs other duties as required within the scope of the classification.

DISTINGUISHING CHARACTERISTICS

The Human Services Program Supervisor is a working supervisor that oversees staff
and volunteers in providing social service programs targeting the elderly or
economically disadvantaged residents. '

EXAMPLES OF ESSENTIAL DUTIES

Makes personal contact with targeted residents, and performs referrals and case
management; educates residents on aging and health issues and the availability of
community resources to meet their needs; maintains a network of community resources
including education and training programs to address the needs of target residents;
performs periodic client progress reviews.

Interviews potential clients and assesses eligibility and needs; identifies program
participants and guides them toward economic independence; works closely with
community resources.

Prepares and submits grant proposals; establishes and monitors budgets based on
approved funding; prepares administrative and technical reports including contract
negotiations and summaries for funding agencies and City management.

Trains and supervises paid and volunteer support staff, assigns duties, completes
employee performance appraisails and recommends disciplinary action according to
established City procedures.

Stays current with developments in the field; attends a variety of professional
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ITﬂlE: HUMAN SERVICES PROG SUPERVISOR DATE: DECEMBER, 2001

development programs; attends multi-disciplinary and task force meetings to develop
collaborative efforts, strategies and solutions to assist target residents. Performs related
duties including report preparation, development of promotional or program materials,
and making public presentations on services offered.

The preceding duties have been provided as examples of the essential types of work
performed by positions within this job classification. The City, at its discretion, may add,
modify, change or rescind work assignments as needed.

QUALIFICATIONS

Any combination of education, training, and experience that would likely providé the
knowledge, skills, and abilities to successfully perform in the position is qualifying. A
typical combination includes:

Knowledge of: Federal, state and local regulations governing the operation of sociat
service programs; community social service programs and services; social, economic,
political and physical factors facing the elderly or economically disadvantaged residents;
standard office principles and procedures; principles of budgeting and supervision.

Ability to: Identify social service needs; plan programs and activities for target
residents; form cooperative relationships and partnerships with others whom do not
have a direct reporting relationship; respond with tact, composure and courtesy when
dealing with individuals who may be experiencing significant emotional distress;
maintain accurate records; record and retrieve information; operate personal computer
and standard software applications; establish and maintain effective working
relationships with those contacted in the course of work; communicate effectively with
others both orally and in writing.

Education: A Bachelor's degree in Human or Social Services or a related field, MA
preferred.

Experience: A minimum of three (3) yéars of social work caseload experience.
Experience in working with client assessment and referral of target population.

Certifications/License: Possession of a valid California motor vehicle operator's
license. o
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TITLE: HUMAN SERVICES PROG SUPERVISOR DATE: DECEMBER, 2001

ﬂ

PHYSICAL TASKS AND ENVIRONMENTAL CONDITIONS ~ Work involves light to
moderate work in an office setting. There is some exposure to the elements and
potential exposure to infectious disease or personal harm when visiting clients. There is
a frequent need to sit and infrequent need to stand, walk and to lift light objects up to 15
pounds. Employee accommodations for physical or mental disabilities will be
considered on a case-by-case basis.
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o HUNIT REPRESENTATION ‘MEA

" DUTIES S SUMMARY

-
e ————— ~—

{lTITLE:  SENIOR ACCOUNTING TECHNICIAN, - . DATE: DECEMBER, 2001

- ltios CODE T 0288 |
EMPLOYMENT STATUS: ~REGULAR FULL-TIME

rr e
-

" |FLsA sTATUS: - NON-EXEMPT e o

-_;Under general’ superwsron " coordinates and performs a variety of advanced level

- ‘technical accounting duties’ involving revenue ‘collection, customer service, treasury,

" accounts payable or receivable, general ledger maintenance and:financial reporting;
- -provides work direction‘to assigned support staff; and ‘performs other dutles as requared _
- _wrthrn the scope of the classn‘“ cation. _ :

o 7‘,_TDISTINGUISHING CHARACTERIST!CS

" The Senior Accountrng Technrc:an as&gns to and revrews work’ of other accountmg -

_ . technicians, and participates in-technical ‘accounting support actlvmes it is distinguished

“from the lower class, ‘Accounting Technician, by the complexity of asssgnments and
" .degree of responsm;hty and may include superv;sory dutles :

EXAMPLES OF ESSENTIAL DUTIES |

_ ‘Researches dlscrepancres or verifies account tnformatlon usmg automated data
-systems, the Internet-or hard copy documents; reviews system reports: for accuracy or
" to identify data entry errors; ‘audits’ records and files associated with various business
" “transactions; verifies:and reconciles accounts-. recelvable transactions. such-as tax or
ufility payments,-licensing-and-permit fees -and: fines; balances transactions at end of

“_'.--:day maintains “internal-.cash controls; ‘performs. account- maintenance; - retrieves,

- :tabulates and audits data and prepares periodic: activity or statistical reports prepares

- 'month-end. reconcrhatuon and- closing-entries; -audits, reconciles, and- prepares. journal
~entries for accounts -payable; creates recurring. invoices for accounts recervables
-.processes accounts: recervable adjustments-and wnte offs. :

- Monitors dellnquent accounts ‘assists customer wrth payment arrangements and refefs

.. past due accounts:to colléction agency. - Processes, verifies, consolidates and deposits

- all funds accepted: by the City including currency, coin, ‘checks and credit card charges;
processes and drstrlbutes all. petty cash requests may pnnt and drstnbute payroll,
medical claim, workers compensatron and vendor checks: i .

 Facilitates quat:ty servrce to- both mternal -and--external customers ass:gns and
- -gvaluates work, -establishes -and monitors work standards and: procedures, drafts
performance evaiuations, and.recommends disciplinary-action according to-established
~ City procedures. Investigates and responds to.complaints, disputes, settiement requests

and personally handtes more drrﬁcult issues. Interprets policies, _develops procedures
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TITLE * SENIOR ACCOUNTING TECHNICIAN ~ DATE: DECEMBERzom |

7 "-:mteracts with the publlc other agenues vendors attorneys and other departments
~_ EXAMPLES OF ESSENTIAL DUTIES (Continued)

' ?-Prepares correspondence ‘using ‘word processing software mamtarns complex f hng

_'systems; orders supplies.and materials; reviews: and. -approves invoices: for. payment;

- ._researches historical f les,: may perform back-up duttes for other posrtions w:thrn the .
~.work group. s - : :

The precedmg durres have been prowded as- examples of the essentral ty,oes of work
o pen‘ormed by positions:within this job classification.. "Management reserves the nghr to
| ladd, modify, change or rescrnd work assrgnments as needed S

. MiNIMUM QUALIFICATIONS - | | o _
“Krowledge of: City and departmental pollces and procedures accountmg pnnaples :

- and--practices; payment .processing -and” receipt: processing procedures personal

o computers and soﬂware applications; quality customer service principles: and practrces

- Ability to: Foliow oral: and written instruction; perform mathematical computatrons used
" in accounting; accurately: record and retrieve information; meet prescribed: deadiines
-with -attention to detail; -utilize: appropriate lnterpersonal skills when mteractlng with
-~ diverse communities “or confrontatlona! individuals; - develop, maintain -and. follow
-+ department processes. and regulations; operate standard office. eqmpment including 10
‘key, personal computers, spreadsheets or other-standard software applications and
specialized financial systems; communicate-effectively in oral and writtery form:establish
~and maintain effective workmg relationships with residents, City staff and supervrsors

"_;'f's.fEducatlon The- equrvalent of-a high school” d!ploma supplemented by ciasses in
~Accounting, -Business: Admlnrstratron ora related feld RS

, ,fi'_""-?i":?Expenence Three: (3) years of experience. workrng in: a posrtron wrth responsrbthty for . S
- - performing general- accountlng duties. ‘ . ) S

":f-fCertlflcatlonsILlcense Possessron of a valld Cal;fornla motor vehlcle operators
license. : _

: ':;:'PHYSICAL TASKS AND ENVIRONMENTAL CGND!TIONS Work:. lnvo!ves sedentary R
"o moderate work in an office -environment. There is: frequent need to. srt for extended

periods and to lift: moderately heavy objects (from 10 to 30 pounds dependtng on
“assignment) - and perform other similar “actions during the course 'of “the - workday.

Employee accommodahons for physical or. mentai dlsebllrtres will be’ considered on a

- --case-by-case basrs N
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TITLE: ADMIN’ISTRATIVEAIDEJ R __DATE: APRIL, 2003 [

e
—— - —u r——
was——

oo CODE 0428

N EMPLOYMENT STATUS: REGULAR FULL- TIME
UNIT REPRESENTATION:  'MEA
FLSA STATUS: _NON-EXEMPT

.DUTIES SUMMARY S _ _
Performs vanety -of entry level admlmstratrve and routine analytlcat dutles in support of ,

' various ‘administrative operations “and activities within an 'assigned department, - .
participates. in-coordinating assigned activities . with other divisions, -outside agencies, = - .
and the general public; and performs a vanety of entry level research dutaes in support- r

of assigned department
'_DISTINGUISHING CHARACTERISTICS _ RS . :
This is the entry level class in the Adminlstratrve Analyst serles Thrs class 1s:-"'

distinguished from the Administrative -Analyst. in that work. progress is frequently |

reviewed, parameters of the work are well defined and the methods and procedures - '
nrecessary {o.complete the work are predetermmed Since this class is typically used as - -
a training -or bridge class, employees may have only limited or no directly related work
experience. Advancement to the Administrative Analyst levet is‘based on demonstrated
proﬁcrency in-performing the assigned- functions, and is at the dlscretzon of hrgher level .
supervrsory of management staff.

EXAMPLES OF ESSENTIAL DUTIES

Performs - varrous admmlstrative ‘and* routrne analytlcat support ctutres in support’ of:f;"'f_','
assigned City: department including to ‘conduct surveys and to prepare reports;-selects’ -
and applies appropriate research techhiques to- conduct studres and surveys;: ‘collects, -

compiles; and analyzes information from- various sources on..a variety of topics;

prepares descrzptlve analytical, -and evaluatwe reports and summaries in a ciear and S

concise -manner; participates in’ the - preparation of reports- ‘which present and interpret';'r
~ data, rdentlfy ‘alternatives, and - make and justify . recommendations; assists in

coordinating-and* monitoring the- assigned budget; compiles ‘annual budget requests; -

prepares - fevenue - projections; recommends expenditure - requests for designated

~ accounts; monitors approved budget accounts; serves as. liaison between assigned
office and other City.staff, the general public, and outside agencies; represents the - - -
assigned function-to public and ‘private “groups, organizations ‘and- other City groups; -

acts as a liaison and provide information and assistance as- appropnate performs a '
wide vanety of comptex responsrble -and. confidential duties -for. an administrator; -
relieves supervisor .of administrative- work including investigating -and answering
comptamts and providing aQSIstance in resolvrng operattonal and administration
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' -ITITLE: "'ADM'INISTRATIVE AIDE _ : ;DATE-:-A_F."RIL,'ZDO:S

- problems; composes _correspondence -and prepares responses 1o requests for
information;-utilizes various computer apphcations and software packages; enters data -
and maintains ‘and generates reports from @ -database or network system creates
documents’ usrng word processmg software o :

The precedmg duties have been prowded as: examples of the essentra! types of work'r s

performed by positions within this job classification. The Cily, at its drscretron may add
modify, change or rescmd work assrgnments as needed. '

MINIMUM QUALIFICATIONS

o Any combination of educatron trammg, and experrence that. wou!d hkefy provide the REREE
knowledge, skills,..and abilities to successfully pen’orm in i‘he posmon IS qualifying. A S -

typical combination includes:

Knowledge of Basic methods and - techmques of research: and analysls basrc
principles ‘and pract:ces of analytical report preparation; basic- principles of budget
preparation and control; English usage, spelling, grammar; and:punctuation; principles
and practices of public speaking; principles and procedures -of financial record keeping
and reporting;-modern office procedures and methods including-computer equipment
and supporting word processing and spreadsheet applrcatlons '

. Ability to: Learn to provide the full range -of responsrble admlnlstratlve support in the
area o which-assigned; learn, _interpret ;and apply pertinent. Federal, State and local
codes,. laws -and “regulations; learn- to -coordinate various - admrnlstratwe support .
- functions: “leart

;prmcuples and. practices.of - public administration; perform various -

research and analytlcal functions; gather ‘organize; complle ‘and .summarize data; L

-prepare clear -and’ concise reports; communicate clearly and concisely, both orally and

in writing; understand and carry out oral and written instructions; establish and maintain - T

effective relatlonsmps ‘with those contacted in the course of work

Educatlon A Bachelor's. degree in. Pubhc Admmlstratlon or- ‘a related field is hlghly' |

desired or.an-Associates of Arts degree supplemented by umversﬂy level- COUrSEWOrk in R

Public Admmrstratron
Experlence At Ieast one (1) full -time year of municipal government experience,

providing admlnlstrat:ve and analytical support to management Addlt:onal years of
mumcrpalexpenence is helpful ' S o
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||7mLE: ADmmisTRATWEAIDET "-_5.-.ZDA'EE-:.-r-AP'R]L, 2003’ “ o

."PHYSICAL TASKS AND ENVlRONMENTAL CONDITIONS--- See PhySlcaI task -

'_questlonnaires Employee accommodations for physical or- mental dlsabilltles will be
_-considered on a case~by -case baS|s TS . |
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I_-TITLE:.CR'-.IMINALIST' T . DATE: DECEMBER, 2001

—————

: u"'_ -

e ——

JOB CODE: T oMe

EMPLOYMENT STATUS: ~ -REGULAR FULL-TIME -
UNIT REPRESENTATION CUMEA S
| _F_L_SA s_‘_rpgus. - NON-EXEMPT

_-,_"DUTIES SUMMARY

g "Wath close supervision, prowdes expert collection, preservatlon sctentlfc anaiy51s andl_'; '

- documentation of physical “evidence in. criminal and civil legal matters;. conducts SR

_examinations of physical and biological evidence in-both the laboratory and the field;, -

3 prowdes raining to others in-technical skills related to supportlng forensic exammatsons;-_ '
anhd procedures; and perforrns other duties as requ:red within the scope of the;

'classnﬁcatlon
__-DIST|NGUISH|NG CHARACTERISTICS

The Criminalist performs hlghly speCIallzed technical research and scientific analy5|s of -

-evidence in the laboratory and the: field. This is an entry-level position used until - -
‘personnel can demonstrate proficiency and advance to Senior Criminalist. Addltlonally :
* this cldssification is for the technlcally competent personnel that do notqualtfy for the

- Senior Cnmlnallst

- EXAMPLES OF ESSENTIAL: DUTIES

s iPr:erforms forensic and laboratory analysis of collected -physmal and biologlcat evadence :

- from crime-scenes; performs a:variety of highly technical tasks in searching, collectmg o

' ‘__and analyzing evidence; performs analysis of narcotics and dangerous drugs:in- - :
-~ biological fluids and solid dosage-forms; performs serological and DNA analysis onall -

forms of biological materials; performs analysis. of all forms.of trace evidence; performs .

- examinations of firearms, bullets, casings, powder patterns and gunshot resndue R
performs blood alcohol and: tcx:cology analyses. i L

B Performs latent print exammatlons on submitted items: of e\ndence makes chemlcal and
phySlcaI analysis, as well as microscopic examinations for identification and companson
-of evidence; analyzes, identifi es, and compares ewdence to connect with the
. perpetrator of a crime. - _ :

. Page 10of 3



Develops methods of Identrfyrng new drugs of organic or synthetlc orlgm makes o
independent field investigations at the scenes of crimes and other pertinent locations, -
searching for, collecting, photographlng and preservmg evrdence subject to Iaboratory
_ analysns and comparrson _ o

: .Reconstructs situations and physrcal evidence of a crime in the demonstrat:on and proof
- of the connection of persons, instruments, or materials with the. crime; prepares ﬂndrngs
for court-presentation; testrf ies in. court concerning screntlﬁc facts as establrshed in tha
: analysrs of evidence. L oy

Studies and. applies new technlques and procedures inthe: feld ‘of criminalistics;
consults and coordinates with other faw enforcement agencies; provides technical -
training in the field of forensic examinations and procedures; consuilts with staff,
detectives, police officers, deputy- drstrlct attorneys and other law enforcement ofﬁcrals
regardrng procedures and analyses L

Prepares statistical and other. related reports prepares laboratory maintenance logs
orders and maintains stock supplies. -

The precedrng duties have been provided as examples of the essentra! types. of work :
performed by positions within this job classification. The City, at its discretion, may add
modify, change or rescind work assrgnmenrs as needed. - :

QUALIFICAT!ONS

Any combination of education, tramrng and experrence thar would likely prowo‘e the =
knowledge, skills, and abilities. to successfuﬂy pen‘orm in the posmon is qua!rfyrng A
typrcal combmatron includes: - , R

' Knowledge of: Principles, methods and procedures materrals and techniques of
toxrcology, chemistry, physics, brochemrstry physiology and photography; laws of -
-evidence, criminal procedures; crime, courtroom procedures:and testimony; recent
' developments and sources of information relative to: cnmmal:sucs

Ability to: Conduct a variety of technrcal chemical and other comparative laboratory

- -analysis; present evidence in.court.as an expert witness; Use of various laboratory ..

equrpment rmeasuring devices; f rearms and other tools used in:the laboratory.’

Education: Bachelor's of Scrence Degree in crrmrnairstlcs chemlstry blochemrstry
‘biology, natural sciences mvolvmg chemical analyses or a closely related field;
specralrzed training in law-enforcement. .

3 'Expenence Previous laboretory experlence I8 preferred
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[[TTLE: crmiNaLIST ' DATE: DECEMBER, 2001 ||

CertlflcatlonsiLlcense Possessmn of a ) valid California motor veh;cle operator s el
license; must pass an extensive background check. : :

.PHYSlCAL TASKS AND ENVIRONMENTAL CONDITIONS — Work involves exposure‘i_-”;
to potential physical harm. There is frequent need to stand, reach overhead, sit, stoop,...

" walk, work in confined spaces, and. perform other similar actlons durmg the course of .
-the workday. "Must be able to-work-any-shift, including weekends and holidays. Must - -

be able to report to a crime scene ‘at'any time of the day. Employee accommodatlons et

for phy5|cat dlsabxlitles will be consuﬂered on a case-by-case basss
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TITLE: PARKING / TRAFFIC CONTROL COORD DATE: DECEMBER, 2001 “

JOB CODE: 0455

EMPLOYMENT STATUS: - REGULAR FULL-TIME
UNIT REPRESENTATION:  -MEA .

_ FLSA STATUS:  NON-EXEMPT
DUTIES SUMMARY

With 'general supervision, oversees the parking control and traffic control program
“supervises traffic and clerical staff;.reviews complaints from the general public regarding . -

traffic and parking issues and takes steps to resolve; transcribes and logs traffic

collisions; maintains record keeping system; and performs other dutles as requared
within the scope of the classification. - : . -

DISTINGUISHING CHARACTERISTICS

The: Park:nng raffic Control Coordinator is a working supervrsor staffed by a civilian to.
- supervise traffic and clerical staff, and reports to the Traffic/Aero Bureau Commander

EXAMPLES OF ESSENTIAL DUTIES

Manages the parking control program supervises traffic-and clerical staff; hires and -
trains new staff members; investigates personnel complaints, and recommends actlons
recommends termination, as appropna{e

Reviews complaints on parking citations as required by state; handles complaints from

the general public regarding traffic and parking issues and takes steps to resolve;

~ oversees hearing process to- contest citations; handles administrative aspects of citation
processing and court review; transcrlbes and logs traffic co!hsrons maintains record

keepsng system. . -

Provides for traffic control at acmdent scenes; assigns staff to establish traffic control
markmgs and to direct traffic; ensures the safety of motorists around traffic acmdents _

Evaluates employees performance and takes disciplinary actions as needed; makes
daily checks and determines compliance with current polrcres procedures, and safety :
standards; meets with staff on traffic bureau related issues. '

Generates schedules for traffic personnel schedules replacement of all personnel
unable to perform their assigned duties; maintains daily work records and keeps darly
time, records for submission to payroll :
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TITLE: PARKINGITRAFFIC CONTROL COORD .DA'_I"E: DECEMBER, 206_1"_;_

The precedmg duties have been. provided as examples of the essential types, of work -
performed-by positions within this job classification. The City, at its dlscretion may add
modify, change or rescind work ass;gnments as needed :

QUALIFICATIONS _ . _ .
Any combmaﬂon of education, training, and experience that would hkely prowde the

knowledge, skills, and abilities to successfully perform in the posmon is. quahfymg A _

typical combmatfon includes:

Knowledge of: City munlc:pal codes transportation traffic: manuals police radio codes ER

record keeping procedures; superwsory pohcles and procedures personal computers
and standard business software.

“Ability to: Read and interpret codes and schedules; use personal computer; superv:se
create, prioritize and maintain working schedules; effectively commumcate wnth ;
employees, Department staff, general pubhc and others in authonty

Education: High school diploma or equ:valent
Experlence Two years supervisory experience preferred
Certlficatl_onsILlcense. Possessnon of a valid California driver’s license,

PHYSICAL TASKS AND ENVIRONMENTAL CONDITIONS Work involves exposure .
to potential physical harm. There is frequent need to stand, reach overhead, sit, stoop, -
walk, work in confined spaces, and perform other similar actions during the course of-

the workday. Must be able to work any shift, including weekends and holidays. o
Employee-accommodations for phySicaI disabilities will be. con51dered on a case- by— .
case bEISIS : B

Page 2 of 2






JTITLE: CIVIL ENGINEER ASSISTANT - DATE: DECEMBER, 2001

JOB CODE: - 0106

EMPLOYMENT STATUS:  ~ REGULAR FULL-TIME_._'_'_ .
'UNIT REPRESENTATION:. . MEA
S 'F,l-._S'A' 's"rgrus: - NON-EXEMPT
' DUTIES SUMMARY

. Under general supervision, revrews plans and drawings, de5|gn and/or coordlnate the

e deS|gn and completion of constructlon projects, assist with overseeing the City’s -
“infrastructure management program, performs administrative duties related to State and_

. federal funding; and performs otherdutles as requrred WitI"IIn the scope of the RS

. classification. S e

: DISTINGUISHING CHARACTERISTICS

The CIVII Engineering Assrstant performs journey Ievel professronal work in desrgnlng

~.and/or.coordinating the design and completion of construction projects, performing -~

related contract administration duties, preparing grant applications and/or other requrred

~documents for State or federal discretionary or entitiement funds and regulatory: -~

. cormpliance. It is distinguished from the lower class, Engineering Technician, whrch is
responsrble for less complex design and constructlon pro;ects oo

E EXAMPLES OF ESSENTIAL DUTIES

. -'.Prepares preliminary and fi nal des;gns for projects; studles the financial lmplications of
~.varioUs designs for major projects; reviews plans for conformance with applicable

' Federal, State and city codes and regulations; prepares bid specifications, requests for

- proposals for professional services and contract documents, project budgets and: cost
- estimates, and reviews bids or proposals submitted and makes recommendatlons '
- drafts items for City Council approval; participates in pro;ect design meetings; -
" coordinates workflow and prepares and maintains technical documentation; sets-up
- -necessary funding and accounting; reviews change orders progress payments or other
; dlsbursements closes-out prOJect upon completion. - .

. Prepares and submits grant apphcatlons and/or other: requlred documents to state and
local agencies for State or federal discretionary or entittement funds; monitors contract
~“activity and prepares reports to ensure regulatory compllance assist with overseelng

':the Clty s infrastructure management program. :
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|| TITLE: cIVIL ENGINEER ASSISTANT . DATE: DECEMBER,; 2001

' 'Resolves issues related to project financing or contractor compliance; performs- =
: ,constructlon inspection duties to ensure compliance with plans and specifications; .
investigates and responds to inquiries or complaints from the public; serves as City
ligison in coordinating the englneenng design and approval process with other state
federal or local agencies. T :

The precedmg duties have been provrded as examp!es of the essential types of work
. performed by positions withinthis job classification. The. C:ty, at its discretion, may add, .
madify, change or rescind work assignments as: needed :

.:,QUALIFICATIONS

' -Any combmatron of educatron trammg, and experience that would likely prowde the
knowledge, skills, and abilities to- Successfuﬂy perform in the ,oosmon is quahfymg A :
typical combination includes: - ,

- Knowledge of: Federal, State; and city codes and regulatlons appl!cable to utllltylpubhc :
works ¢onstruction; City and: departmenta! polices and: procedures contract
adminjstration; criteria used in-the design of utility projects; methods, materials,

qmpment and safety hazards of utility construction pro;ects

- Ablllty to Read and interpret bluepnnts electrical schematlos architectural and _

. _engineering drawings; organize and prioritize work to ensure projects are completed on
time; maintain and follow department processes and regulations; perform engineering- .
related mathematical computations; operate standard: office equipment including . -
calculators, personal computers and standard software applications including word

~ -processing and spreadsheets; utilize computer databases to maintain and update -

records and files; maintain accurate records and f les; analyze and evaluate mformatlon

. .and to-express ideas clearly when providing oral or written reports and

_recommendations establish-and maintain effective- worklng relatlonshlps with

contractors, City staff and. supervrsors

- Educaﬂon The equivalent of an Associate’s degree |n Englneering or reiated fi eld

' Experlence Five (5) years of expenence in the desrgn or construction of Pubhc Work
_projects. _ SRR : s

VCertuflcationlelcense Possessmn of a vahd Cahfornla motor vehicle operators
‘license. Possession of a valid “Engineer in Tralnlng “or “Land Surveyor in Training’ -
_.Certlfcate : o BT
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| FlfLE; civiL ENGINEER-A-S'.SISTANT | o _DATE: DECEMBER,‘ZOOi-"_'

-PHYSICAL TASKS AND ENVIRONMENTAL COND!TIONS - Work |s primanly :
-performed in an office environment that requires extended S|tt|ng mobility in the field at
.~ construction sites with potential exposure to dangerous machinery and potential physical -
. harm,_ ability to lift and carry up to 25 pounds, and perform other similar actions during the -
course: of the workday.- Employee accommodatlons for physacai or mental dlsablhties wm.
'be consndered on a case- by~case baS|s o N
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TITLE: CONTRACT ADMINISTRATOR Date: Obtober 2004 "

JOBCODE: 0085
- {[EMPLOYMENT STATUS: REGULAR FULL-TIME
11 UNIT REPRESENTATION: MEO
FLSA STATUS: .. . EXEMPT.

DUTIES ¢ SUMM_ARY - Under administrative direction, develops:‘and coordinates
assigned projects. . Monitors  project progress and assures compliance with plans,
contracts and other‘;_appr_,opriate guidelines. . oo

DISTINGUISHING CHARACTERISTICS - Incumbent in this classification administers a
~ variety of projects, programs, and contracts, which requires professional and/or
technical engineering knowledge as well as organization and administrative knowledge
and skills. Position reports to the Construction Manager and may have supervisory
responsibility over subordinate staff. The incumbent works to develop programs and
procedures in support of departmental and-divisional administrative objectives.

EXAMPLES OF ESSENTIAL DUTIES — Under administrative direction, administers
assigned construction projects; facilitates: construction projects; writes Request For
Proposals (RFPs) and Request for Council ‘Action (RCA) to select consultant; provides
advice on contract selection; evaluates bids, oversees day to day construction activities
for both City and outside agency projects, assures compliance with plans and
specification; evaluates and monitors schedule and budget, prepares estimates and
evaluates change-orders; conducts negotiations, resolves problems, makes on-site
inspection, approve: progress payments and other disbursements; coordinates contract
administration activities with consultants, various agencies, and City Attorney’s office;
develops and maintains a well articulated system for monitoring the progress of projects
and programs ‘as:assigned; evaluate -consequences of changes -and advise as
appropriate; develops and impiements programs in assigned areas such as contract
compliance, and:liability insurance coverage, by establishing a reviewing City goals and
objectives, providing technical assistance to persons within the City-staff by monitoring
the City's adhererice to program requirements; researches and analyzes data; prepares
reports as needed regarding such matters as capital improvement and underground
utility districts, prepares written technical and statistical reports; represents department
on various commitiees; prepares reimbursement reports for various founding agencies,
monitor projects for adherence to Federal and State labor laws. C

The preceding _dijties have been provided .as examples of the eséehtia! types of work
performed by positions within this job classification.  The City, at-its discretion, may
add, modify, change or rescind work assignments as needed.
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TITLE: CONTRACT ADMINISTRATOR Date: October 2004

 —

. MINIMUM QUALIFICATIONS

Any combination of education, training, and expenence that would: hkely provide the

o knowledge, skills, and abilities to successfully perform in the posrtron is- qUaInj/mg A

typical combination includes:

Knowledge of: - Principles and practices of contract administration procedures; laws, -
codes and ordinances governing public works construction; legal implications. and code
requirements which- will affect a project; Greenbook and Caltran’s standard
‘specifications; scheduling programs, modern principles of civil engineering as -applied to
construction projects; street, highway, traffi ic control water and sewer constructlon and
maintenance practices; _

Ability to: Quickly identify problems; develop and implement solutions; analyze data
and develop conclusions to present them in clear and concise manner, orally and in
writing; read and -interpret highly complex rules, regulations and. other applicable
materials; revise policies and procedures to compiy plan and implement administrative
policies and procedures to assure timely and effective project completion; effectively
deal with wide variety of people even under the most adverse condition; plan and initiate
administrative: procedures to ensure compliance to specrﬂcatlons ttme tables and
financial gurdelmes _ _

Education: ngh school graduat:on or equwalent Addltlonai".'c'ours'e work in
‘construction, civil:engineering, surveying-or: related fields is desrrabie A degree in
related field is preferred = o

Expenence Three years progresswely res.ponsrble experience - in engineering,
planning, contract admlnlstratlon or related f eld, which includes the use of scheduling
software. B

Licenses: At tlme of appointment, must possess and maintain a valrd California
driver’s license. RS

PHYSICAL TASKS AND E ENVIRONMENTAL CONDITIONS -

See physical task questlonna|res Emptoyee accommodations for physucal or mental
disabilities will be considered on a case- by-case basis.
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CITY OF HUNTINGTON BEACH
INTERDEPARTMENTAL COMMUNICATION

TO! Personnel Commission

FROM: Bob Hall, Deputy City Administrator
Patti Ahumada, Senior Human Resources Analyst

SUBJECT: Classification and Compensation Study by Cooperative Personnel
Services 2006 — Municipal Employees’ Association Positions in the
Building & Safety, City Attorney, City Clerk, Fire, Information Services,
Police and Public Works Departments.

DATE: July 18, 2007
DISCUSSION

in March of 2006, Cooperative Personnel Services Human Resources Services (CPS) was
retained to perform a classification and compensation study. The study included sixty-five (65)
classifications, thirty-nine (39) of which were Municipal Employees’ Association (MEA)
classifications. The classifications were selected based on Department requests. The goal of
the study was to determine whether positions were appropriately classified, to update
classification specifications and to conduct a base salary analysis of selected benchmark
classifications.

At the December 20, 2008, Personnel Commission meeting, CPS staff presented an overview
of study objectives, scope of work and implementation processes related to the classification
and compensation study.

Principal steps in the study:

1. Met with Department of Human Resources staff to collect information regarding the
current reclassification process.

2. Reviewed the City's classification specifications, salary schedule, Occupationai
Series manual, organization charts and related documents.

3. Conducted employee orientation for those involved in the classification study to
explain the process, timeline, and distribute and explain the Position Description
Questionnaire (PDQ).

4. Conducted desk audits with a representative sampling of employees involved in the
classification process and interviewed supervisors and department heads as needed.

5. Conducted a thorough analysis based on the PDQ’s and desk audit to determine
essenfial duties and knowledge, skills and abilities, and made allocation
recommendations for each study position.

6. Conducted a review process to pemmit each empioyee to review the draft
classification recommendations and classification specifications.



7. Received, reviewed and responded to all employees who submitted either a
classification specification or allocation review request.

8. Developed and distributed a compensation survey to twelve local agencies
(Anaheim, Buena Park, Costa Mesa, Fountain Valley, Fullerton, Garden Grove,
Irvine, Newport Beach, Orange, Santa Ana, Tustin and Westminster).

9. Analyzed the market data against Huntington Beach salaries.

Upon receipt of the classification recommendations and compensation analyses, Human
Resources staff met with each department to receive additional input. The City is in concurrence
with CPS’s recommendations for these positions.

The Cify and Association have met and conferred regarding the recommended changes to the
MEA classifications. Both City and MEA negotiations teams spent a significant amount of time
reviewing and discussing the results and recommendations of the CPS study. The negotiation -
process focused primarily on classification and compensation issues related o recruitment,
retention, internal alignment and market competitiveniess. The recommended classification and
compensation changes are a result of the classification and compensation study and the meet
and confer process.

CLASSIFICATION RESULTS
Position Title Recommended Job Class Action
Building & Safety
Building Inspector | n/a Class spec modification
Building Inspector I n/a Class spec modification
Building Inspector Iil n/a Class spec modification
City Attorney

' Legal Secretary Legal Assistant Title change and class spec

modification

City Clerk
Deputy City Clerk n/a Class spec medification
Senior Deputy City Clerk n/a Class spec modification
Fire
Fire Safety Program Specialist n/a Class spec modification
Information Services
GIS Analyst n/a Class spec modification

GIS Analyst i new New class specification



IS Analyst Series n/a Class spec maodification
d, i, It and V)

Police
Senior Criminafist n/a Class spec modification
Parking / Traffic Control Supervisor new New class specification

Public Works

Construction Inspector | n/a Class spec modification
Construction Inspector Il n/a Class spec modification
Senior Construction Inspector n/a Class spec modification
Senior inspector Water n/a Class spec modification
Construction

Based on internal alignment and market considerations, the recommended base salary ranges
are as follows:

Building & Safety

» Building Inspector I: R485 ($4,247 - $5,261)

» Building Inspector Ii: R505 ($4,690 — § 5,812)
« Building Inspector lil: R525 ($5,184 - $6,421)

City Attorney
» Legal Assistant: R458 ($3,711 - $4,597)

City Clerk
o Deputy City Clerk: R453 ($3,620 - $4,484)
» Senior Deputy Clerk: R502 ($4,619 - $5,724)

Fire
» Fire Safety Program Specialist: R496 (54,488 - $5,557)

" Information Services

s GIS Analyst: R520 ($5,057 - $6,265)

e IS Analyst iI: R536 ($5,476 - $6,783)
= IS Analyst I: R520 ($5,057 - $6,265)

e IS Analyst Il: R536 (85,476 - $8,783)

e IS Analyst lll: R549 ($5,843 - $7,238)
s IS Analyst IV: R568 ($6,425 - $7,960)
Police

e Parking / Traffic Control Supervigor: R471 ($3,957 - $4,905)




‘Public Works

» Construction Inspector |: R485 ($4,247 - $5,261)

¢ Construction Inspector |l: R505 ($4,690 - $5,812)

o Senior Construction Inspector. R525 ($5,184 - $6,421)

« Senior Inspector Water Construction: R516 ($4,856 - $6,140)

Representatives of the City and MEA have compieted the meet and confer process with
agreement on the classification and compensation study.

At this time, staff requests the Personnel Comrnission to approve staff’'s recommendations in
accordance with Personnel Rule 12 regarding amendments to the City’s Classification Plan.

RECOMMENDATION

Approve the new class fities, new class specifications and modified class specifications, and
delete the position of Legal Secretary.

Attachment: Legislative Drafts - Building Inspector |, Il & lll, Legal Assistant, Deputy City Clerk,
Senior Deputy City Clerk, Fire Safety Program Specialist, GIS Analyst, GIS Analyst Hl, IS
Analyst Series (I, ll, lIl, V), Senior Criminalist, Parking / Traffic Contro! Supervisor, Construction
Inspector 1, Construction Inspector Il, Senior Construction Inspector and Senior nspector Water
Construction.

cc.  William Davis, MEA Business Representative
Judy Demers, MEA President






{ITITLE:  LEGAL SECRETARYASSISTANT

6B copE: — 0300

EMPLOYMENT STATUS: - REGULAR FULL-TIME
UNIT REPRESENTATION:  MEA
FLSA STATUS: NON-EXEMPT_

DUTIES SUMMARY

Under general supervision, pPerforms a variety of administrative, clencal and legal

secretarial duties in support of the City Attorney's - Office; and parhmpates in

coordinating assigned activities with other divisions, outsnde agenmes and the general
_ pubhc _ ,

EXANIPLES OF ESSENTIAL DUTIES

" Performs various administrative, clerical and legal secretarial dutles in. support of the
| City Attorney’s Office; prepares a variety of legal documents including but not limited to:
~correspondence, forms, ordinances, resolutions, opinions, pleadings,. ‘briefs, motions,
grievance reports, agreements, and contracts from dictation, handwritten documents,
| and drafts; maintains confidentiality of documents received, prepared and processed;
‘ensures accuracy and proper format utilizing knowledge of proper. legal format,
terminology, and procedures; transcribes dictation from attorneys, hearings, interviews
and meetings; arranges, schedules and confirms appointments, meetings, hearings,
examinations, and deposmons assists attorneys at trial; assists in —preparinges exhibits
‘and related materials; notifies parties involved; makes arrangements for court reporters,
‘hearing officers, administrative law judges, and room reservations; - coordinates
- witnesses, documents, and City employees to prepare legal discovery requests and
responses; creates and maintains litigation, grievance, correspondence, and other case -
| files; labels and indexes information; locates previously prepared documents and files;
organizes, updates, closes, and files I|t|gat|on and grievance case files for retrieval and
future destruction; monltors and tracks requests for legal services for assigned
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WTITLE: LEGAL SECRETARYASSISTANT =

attorneys from date of request through preparation stages; coordinates with opposing
| counsel and City staff to provide settiement checks_and: witness payments court fees,
and expert testtmony payments i

aesust in the impiementat:on of spemahzed software for ass1qned areas; prowdes '
information and assistance; screens telephone calls and requests for information; routes
calls to appropriate staff member, department or agency; assists with the Legal Affairs
- Committee, closed sessions of City Council, and other meetings as assigned; types and
posts agendas; gathers, types, photocopiesy, and distributes backup-materials; takes
and prepares minutes of meetings; copies, files, assembles, and distributes documents;
provides direction and assistance to asmgned staff mcludmg -to-legal lnterns prepares
| documents for delivery— i

| senviee; utilizes various computer applications and software packages and performs
related duties and responsibilities as assigned. - - ,

The preceding duties have been prowded as examples of the essential types of work performed
by positions within this job classification. The City, at its discretion, may add, modify, change or
rescind work assignments as needed. :

MINIMUM QUALIFICATIONS:

Any combination of education, training, and experience that would likely prowde the knowledge |
" skills, and abilities fo successfuﬂy perform in the posrt:on is qualifying. A typical combmaﬂon
includes:

Knowledge of: Legal terminology and the forms and documents used in !egal
secretarial and clerical work; legal procedures and practices involved in composing,
processing and filing a variety of legal documents; standard legal references and their
. .contents: basic operations and procedures of the court system; English usage, spelling,

| ~“grammar and punctuation; principles of business letter writing and basic report

preparation; principles and procedures of record-keeping and repotting, modern office
-procedures, methods, and computer equipment and supporting werd-precessing-and

| spreadsheetapplicationssoftware; resources for locating court rules and requirements,
| expert witnesses. judicial biographies. and recentlv published statutes.

Ability to: Perform responsnbie legal secretarial and clerical work involving the use of
independent judgment and personai initiative; understand the organization and
operation of the City and of outside agencies as necessary to assume assigned
responsibilities; understand and apply court rules for processing and filing documents;
: accurately prepare and maintain a variety of legal documents; independently prepare

Page 2 of 3




TITLE: LEGAL SE-G-R—HAR—‘#ASSISTANT

oLy

routine legaldocuments, correspondence and memoranda; type and transcribe dictation
at a speed necessary for successful job performance; organize and maintain accurate
and complete legal files and cases; respond to requests and inquiries from the. general
public; operate and use modern office equipment including a computer and associated
software applications; maintain confidentiality regarding matters of alegail nature;
communicate clearly and concisely, both erally-verbally and in writing;. understand and
carry out eral—verbal and written instructions; establish and malntam effectlve _
relationships with those contacted in the course of work. '

Education: Eqms;alem—%e;eemmeﬁea—ef—the—hvelﬂh—gmquh schooi dlp!oma or
eguivalente supplemented by specialized legal secretarial tratnlng > -

Experience: Three (3) years of responsible secretarial support expenence tncludmg
- two (2) years of Iegal clerical and secretarial expenence : :

PHYSICAL TASKS AND ENVIRONMENTAL CONDITIONS — .

e Work_involves light to moderate work in an off:ce setting.
There is a frequent need to sit and an infrequent need to stand. walk, and to lift objects
10 to 20 pounds. Emplovee accommodations for physmal or menta! dlsablhtles will be
" considered on a case-by-case basis.. :
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{| TITLE:  BUILDING INSPECTOR IDATE:—DECEMBEROCTOBERDECEMBER,

JOB CODE: 0210
EMPLOYMENT STATUS: REGULAR FULL-TIME
UNIT REPRESENTATION: MEA

FLSA STATUS: ~ NON-EXEMPT

DUTIES SUMMARY

Under elese-immediate supervision, mspects mstallatlons to ensure compllance WIth all
building and construction regulations; as assigned. participates in_ride along training;
and provides assistance to the public on area of assmnment —ané—wﬁemas—e#her—daﬂes :
as-+equired-within-the scope-of theclassification-, :

DISTINGUISHING CHARACTERISTICS _ ' - .
ﬂqm%ﬁe%—ee&&e;ﬁha#&peﬁ&%&%he—seeﬁe&he&dﬁhe Bwld:nq lnspector | is

the ‘entry level classification within the Building Inspection series. Incumbents at this
level receive on-the-job fraining in order to learn and develop competencies in -
performing the essential functions of the job. This classification is distinguished from
the Building Inspector Il in that the latter is the journey level of the series, performing the
full range of. assigned mspectton dutles w;th a reqmrement that mcumbents attaln'_

des:qnated certifzcatlons : : : L

EXAMPLES OF ESSENTIAL DUTIES

I:eams—and—Wathm a learning and on- the |ob traminq capacﬁv performs sembmaﬂen |
inspections;— 2 d
wrmmmgﬁeelfs cons;stent wn:hm assrqnment areas to ensure compluance wnh adopted_ '
building _and construction codes  in -ali—residential and small commercial projects;
adopted codes shall include, in part the Building, Plumbing, Mechanical and Electrical -
Codes, State Energy and Handicapped Codes, City Ordinances and State and local
laws and codes where appropnate participates in ride-along training activities as
directed; -

investigates construction for evidence of illegal practices and checks existing
construction for deterioration and. hazardous conditions; assists and advises.
contractors, craftsmen and homeowners regarding pertinent regulations; assembles and
writes reports; maintains records of work performed; learns to interpret multiple codes;
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- l-TITLE: BUILDING INSPECTOR IDATE: —— DECEMBERQCTOBERDECEMBER, “ "

answers verbal and written complaints in regard to all types of building installations as

~assigned; deals with difficult people in a constructive manner; analyzes practlces and
recommends improvements; delivers and promotes quality customer service;_and’
performs related duties and responsibilities as assigned.

The precedmg duties have been provided as examples of the essentlal types of work performed.----
by positions within this job classification. Management reserves the right to. add, modify,
_ change or resc:nd work assignments as needed.

MINIMUM QUALIFICATIONS : -

- Any combination of edtcation, training. and experience that would !:keiy provide the knowledge.
skifis, and abmtfes to successfully perform in fhe posmon is quahfvmq A typical combination
mc!udes : : :

Knowledge of: Adopted Building, Mechanical, Plumbing and Electrical Codes, State
and local codes and standards and all other building related codes and ordinances as
adopted by the State or the City of Huntington Beach; methods and practices involved
in construction; arithmetic and basic algebra; computer equ1pment and associated
software programs; quallty service practices; safety issues and liability reduction,

Ability to: Learn and-fo conduct inspections; read and understand drawmgs dlagrams
and specifications for construction  projects; prepare reports. and communications;
| communicate clearly and concisely, both orally-verbally and in writing; communicate and.
deal effectively with architects, engineers, contractors and the general public; perform
arithmetic and basic algebraic functions; ensure safety and professional work standards -
are met; establish and maintain cooperative working relationships with those contacted

in the course of work; and . deliver quahty customer sewlceaamk—wwepeﬁdenﬁy—and-a&a
, l

Education The equivalent of a hlgh school diploma.

Experlence Eive-Two (25)vears -experience in a construcnon trade or an equwaient-
combination of experience and tralnmg :

Certifications/License: Possession’ of a valid California meterehiele—epeFatednvers
~ license. _

RECLASSIFICATION QUALIFICATIONS: Eligible for reclassification to Building
inspector Il upon attainment of appropriate certifications and one (1) year of satisfactory
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|TITLE: BUILDING INSPECTOR IDATE:—— DECEMBEROCTOBERDECEMBER,

performance at the Building Inspector | level.

PHYSICAL _ TASKS AND ENVIRONMENTAL CONDITIONS Work involves
considerable - physncal activity in an outdoor settlng with exposure to weather conditions -
and potential exposure to physical harm. - There is frequent need to walk, talk ‘or hear,
stand, use hands to finger, handle, or feel, and climb ladders or scaff0|d!ng ‘Employee
- accommodations for physical or mental dlsabllmes will be cons:dered ona case by-case )
basis.

- Page 3 of 23







TITLE: BUILDING INSPECTOR IDATE: — DECEMBERQCTOBERDECEMEBER,

—— . .

lf vos cope: 0211

EMPLOYMENT STATUS: REGULAR FULL-TIME
UNIT REPRESENTATION: MEA |

\ FLSA STATUS: NON- EXEMPT
DUTIES SUMMARY

Under general supervision, mspects installations to ensure compllance wnth a!l bwldlng
and construction regulations;z provides assistance o contractors and the qeneral public.
on pertlnent requlatzons and prepares and maintains mspection records and reports 3

DIST!NGU_!SHING CHAR'ACTE.RISTICS |

__.The Bundlnq inspector H
is the journey_level classification w;thin the Building [nspector series and is expected to.
perform the full range of building inspection duties. Positions at this level receive only
occasional instruction or assistance as new or unusual situations arise and are fully
aware of the operating procedures and policies of the work unit. This classification is
distinquished from the Building- lnspector | in that the latter is a training classnffcanon
which. does not require the ‘acquisition of certifications. ~The Building Inspector -1l is
distinguished from the Building- Inspector Ill in that the latter is an advanced ;ournev
level classification responsible for performing the more- compiex work assigned to the
series, and_which reqguires the acqmsztlon of Bmiqu Plumbinq, Electrlcal and__
Mechamca! certrflcations 5 : . R

EXAMPLES OF ESSENTIAL DUTIES

| Performs combination :nspectlons mspects structurat plumbing, ‘mechanical. and-
electrical installations and swimming pools to ensure compliance with adopted codes in
all residential and commercial projects; adopted codes shall include, in-part, the
- Building, Plumbing, Mechanical and Electrical Codes, State Energy and Handicapped
Codes, City Ordinances and State and local laws and codes where appropnate reviews
| and approves residential and commermal plans. and Iayouts— prior to lssuance of

| L | © Page 10f32



'permlts o

' lnvestlgates new and existing construction for evidence of |i!egal prac’uces and—such as .
construction. demolition, and alterations; checks existing construction for suitability bility_ of
occupancy classification and for evidence of deterioration and hazardous conditions;

meets with. busmess and property: owners with respect to cedificate of occupancy,
inspections, _and _certificates: assists and advises - contractors, - craftsmen ~and
homeowners regarding pertinent regulatlons assembles and writes repersreports
including inspection reports. correction notices; reinspection fees. stop work orders and
construction site stormwater runoff reports; maintains records of work performed; makes .
code interpretations; answers verbal and written complaints: in regard to all types- of -
building installations as assigned; deals with difficult people in a constructive manner;
analyzes practlces and recommends improvements; delivers and promotes quality
customer service and performs related duties and responsibilities as assug_ed

't The precedmg duties have been provided as examples of the essent:al types of work performed'_
‘ by positions within this job classification. Management reserves the right to add, mod:fy
change or rescmd work ass:gnments as needed. :

MINIMUM QUALI_EICATlONS

Any combmatzon of education, training,- and experience that would hke!v provide the knowiedqe
skiflls. and abiﬁties to successfuﬂv pen’orm in the posmon is quahfwnq A tvprcai combmaz‘fon.
mcludes : . :

Knowledge of Adopted Bu1Id|ng, Mechanical Plumbmg and Electrical Codes State )
-and local codes and standards and all other building related codes and ordinances as
adopted by the State or the City of Huntington Beach; methods and practices involved
“in construction; arithmetic and basic algebra; basic engineering principles concerning
the resistance of both lateral and vertical loading; computer eqmpment quality service
_practlces safety issues and liability reduct;on

" Ability t0' Conduct mspectrons read and understand drawmgs diagrams and
specaflcatzons for construction -projects; prepare reports and communications;
commuriicate clearly and concisely, both erally-verbally. and in writing; communlcate and
deal effectlvely with architects, engineers, contractors and the general public; perform
arithmetic and basic algebraic functions; ensure safety and professional work standards
are met; establish and maintain cooperative working relationships with those contacted
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|| TITLE:  BUILDING INSPECTOR IIDATE: '_oecemeéeocmeeéoecEmeEh, |

in the course of work; deliver quahty customer servrce work rndependently and as.a :
team member; propose and admlnrster change

Education: The equrvalent of a hrgh school diploma.

Expernence.- Five (5) years expenence in a constructron trade or an equrvalent'.'
combination- of experience and training;.including one (1) year performmg combrnatron
inspections for a government agency or. equrvalent ' '

Gemﬂea%rensiLlcensestertiflcahonS'-PDue to the performance of field dutles that i‘
may require .operation of a City vehicle, possession of & valrd Cailfornla meier—veh@e
eperetedrrvers license_may be requrred along W|th an. aoceotable drlvrng ecord o

-----

eeﬁrﬂeahens—()ode Councrl (ICC) and Cahforn:a Burldnlg OfflClals (CALBO) asaB urldmg'.

Inspector CBC and Electrical Inspector CEC or as a Bu:ldang_lnsoector CBC; Plumbing-
Inspector CPC; and Mechanical Inspector CMC. Certifications by other approved model -
code organizations in the categories indicated may be aocepjed if thev are determmed
by the Director o be equivalent. : : -

RECLASSIFICATION CRITERIA: -Eligible for reclassification to Building. Inspector Il
upon attainment of appropriate certifications and three (3) years combination mspectlon___
for a government agency, a year of- which must be at the Burldrng Inspector i leve! '

" PHYSICAL .TASKS AND E ENVIRONMENTAL CONDITIONS — Work mvolves_. .
considerable physrcal actlvrty in an outdoor: settrng with ex exposure to weather condrtrons 3
and potential exposure to physical harm. - There is frequent need to walk, talk or hear, -

stand, use hands to finger, handle, or féel, and climb ladders or scaffolding. Reasonable S

eEmployee - accommodation(s) for phyerea«l—er—memakan rndrvrdual with . g alr’r"ed
disabmtyree wnl be consrdered on-a oase-by—oase basrs T '
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[TITLE:  BUILDING INSPECTOR IIDATE: JANUARAUGUSTYDECEMBER, 20064

JOBCODE: 0208
EMPLOYMENT STATUS: REGULAR FULL-TIME
UNIT REPRESENTATION:  MEA

FLSA STATUS: NON-EXEMPT

DUTIES SUMMARY

Under geﬁepal—eupe%eﬂdlrechon mspects mstal]atlons to ensure compllance W|th all
building and construction regulations; _provides assistance to contractors and the:
qeneral public on pertlnent requlat;ons and prepares and maantalns 1nsoect|on records

aneL-H—The Buﬁdan Inspector i1l is the advanced |ournev Ievet classmcanon w;thin the
Building |nspector series, responSibIe for performing the more specialized and compiex
work assigned to the series. Positions at this level possess a specialized expertise, are-
assigned tasks above the journey level, and require the acqu;smon of the Buﬂqu
Piumbing, Electrlcal and Mechanical certlf;catlon

EXAMPLES OF ESSENTIAL DUTIES

Performs combination inspectiong; mspects structural, plumbing, ‘mechanical and o
electrical installations and swimming pools to ensure compliance with adopted codesin: .

all residential and commercial projects; adopted codes shall ‘include, in part, the

Building, Plumbing,' Mechanical and Electrical Codes, State Energy and ‘Handicapped =
Codes, City Ordinances and State and local laws and codes where appropriate; reviews
and approves reS|dentlal and commermal plans and Iayouts prior to issuance. of' i

permits; i-

Jrnvestlgates new and existing construcﬂon for evidence of |Ilegal practlces and—such as" o

construction, demolition, and alterations; checks existing: construction for suitability o f
occupancy classification and for evidence of deterioration and hazardous conditions;
meets with busmess and propertv owners wsth respect to cert;flcate of occupancy
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I TITLE:  BUILDING INSPECTOR NIDATE: JANUARAUGUSTYDECEMBER, 20064

inspections _and _ certificates; _assists _and advises contractors, craftsmen and
. homeowners regarding pertinent regulations; assembles and writes reports including
" inspection _reports, correction notices, reinspection fees, stop work orders and ™

I construction site stormwater runoff reports; maintains records of work performed; makes

code mterpretatlons assists thesection—head—in—superision—and—_with training of
Building Inspectors 1 and II; advises Building Inspectors | and 1l on the more difficult and
- ~complex problems; answers verbal and written complaints in regard to all types of
‘building installations as assigned; deals with difficult people in a constructive manner;
_ analyzes practices and recommends improvements; delivers and promotes quality
| ‘customer serwce and performs related duties and responsabliltles as assmned

The precedmg dutres have been provided as examp!es of the essential types of work performed
by positions within this job classification. . Management reserves the nght to add mod:fy,_
-change or rescmd work ass;gnments as needed . '

MINIMUM QUALIFICATIONS

- Any combination of education, training, and. experience that would likely provide the knowledge. _
skills, and abilities fo successfuﬂv perform in rhe posmon is qualifying. A typical combmetron
includes: :

Knowledge of: Adopted bBqumg, mMechanical, QP—Iumblng and: eélectncai cCodes,

 State and local codes and standards .and all other building ‘related "codes and -

ordinances as adopted by the State or the City of Huntington Beach methods and

- practices involved :in construction; anthmetlc and basic algebra; basic engineering
principles concerning the resistance of both lateral and vertical loading; computer

o equ;pment quallty service practices; safety issues and hablhty reduction. o

Ability to: Conduct complex inspections; read and understand drawmgs diagrams and
specifications = for - .construction projects; * prepare reports. and. communications; -
communicate clearly and concisely, both erally-verbally and in writing; communicate and
deal effectively with architects, engineers, contractors and the general public; perform -
anthme’uc and baSIC algebralc functions; train co-workers; supervise-staf—inecluding

met; establish and maintain cooperatlve working relationships with those contacted in
- the course of work, deliver quality customer service; work independently and as a team
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TITLE:  BUILDING INSPECTOR HIDATE: JANUARAUGUSTYDECEMBER, 2006+

member; propose and administer change.
" Education: The equivalent of a high school d|ploma

‘Experience: Five (5) years experience in a construction trade or an equwalent _'
~ combination of ‘experience and training, . including three (3) years perform:ng
. combination inspections for a government agency or equivalent..

'-_Certlficatlonlelcense. Certification by the Internatlonal Gen#e;enee—eLBwldmg

_'gepea'atedwer—&%ense-Code Councu (ICC) and Cahforma Buﬂdlnq Offlc:IaIs (CALBO) as-
| 'a Building Inspector .CBC, Plumbing Inspector CPC, Electrical Inspector CEC and
‘Mechanical Inspector CMC. Certifications by other approved model code organizations

1 in the categories indicated may be accepted if they are determined by the Director to be -

equivalent. Due to the performance of field duties that may require operation of a City
vehicle, possession of a valid California drlvers license mav be requ1red alonq WIth an

| acceptable driving record

PHYSICAL TASKS AND ENV!RONMENTAL CONDITIONS - Work involves
" considerable physical activity in an outdoor:setting with exposure to- weather conditions
" and potential exposure to physical harm. There is frequent need to walk, talk or hear,

‘| stand, use hands to finger, handle, or feel, and climb ladders or scaffolding. - Reasonable.
- eEmployee accommodation(s) for physicak-ermental-an- lnd1V|duaI wnth a quallfned_
_ dlsabmtwes will be con51dered ona case-by-case ba3|s ' -
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TITLE: DEPUTY CITY CLERK -
DECEMBERAUGUSTDECEMBER, 20064

JOB CODE o 0134
EMPLOYMENT STATUS: REGULAR FULL-TIME
UNIT REPRESENTATION: . MEA -

FLSA STATUS: NON-EXEMPT

DUTIES SUMMARY

Under generakimmediate supervision, performs Iega#y—requqredroutrne actrvrt!es related .
to the acceptance certification, publication, recordrng, storage and retrieval of official
documents; responds to public and staff inquiries regarding policies, procedures,
elections, Fair Political Practices Commission and: City- Councrl actions and- types
agenda and prepares packets for Clty Councll meetrngs :

DISTINGUISHING CHARACTERISTICS

The Deputy City Clerk is the entry—level job class;frcatlon |n the
sSeries—it-is_ responsible for effective customer service in responding. to :nqurnes and
‘aeeuraey—ra—ﬂlmg and researching records and in ensuring compliance with the varlous
legal requirements related to public. meetings, elections and publlc records - This
classification is distinguished from the Senior Deputy City Clerk in that the latte latter is the is the
journey level of the series responsible for performing the fuII range of dutles assmned to
the series including attendance at Council meetrnqs :

EXAMPLES OF ESSENTIAL DUTIES

 Assists the publlc responds to pUbIIC and staff i mqumes regardlng po!rcres procedures
elections, Fair Political Practices Commission and City Council actions; e—Ensures that
legal and public hearmg notices are publrshed accordrng to applrcable codes and
statutes;_r-

Researches databases, zon;ng and municipal codes, mrcroflche and other records to
" answer public, inter-agency or intra-agency inquiries; -certifies official copies of public

records; c—Compiles vault records; inputs data for identifying label in computer data

base; sets up files for retrieval in records management system; maintains functional
filing system by category (alpha/numerlc) maintains ordrnancelresolutlon Iog certrfles'
published affidavits for ordinances_t- .

Fypes agenda and action agendas for City Councrl meetrngs prepares agenda packets
for meetlngs -
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I TITLE: DEPUTY CITY CLERK =
BEGEMBERAUGUSIDECEMBER 20061 ' S

-G;ty-—GeeneH—coordmates the - execution, certlflcatlon publication and recordlng of
documents, and processing contracts, bids, public heanngs and deeds; ¢c- o

Godifies City's munlmpal and zoning codes; distributes code updates to subscnptlon _
lists; determines file numbers to facilitate file retrieval; ensures that department website
is updated with changes in Municipal Code and Zonmg and- Subdlwsuon Ordinance .
codedg— : '

P—erforms duties such as payroll, ordering supplies and matenals and malntalnlng the
- petty cash fund; composes and types correspondence; administers oaths; attends bid
openings; may act as a notary and provide passport services to the public,_a—Accepts
-and records claims against the City; and performs reiated duties and responsibilities as

as&gned _ : _
- The preceding. duties have been provided as examples of the essent:al types of work pen‘ormed

- by positions within this job classification. The City, at II’S drscretfon may add, modify, change or
rescind work ass:gnments as needed _

QUALIFICATIONS

Any combination of education, training, and experience that wouid likely provide the knowledge,
skills, and abilities to successfully perform in the position is qualifying. A typical combmatron :
includes:

Knowledge of: California state laws including the Raiph M. Brown Act, C!ty Charter,
City codes, Statutes governing public meetings, elections (Fair Political Practices
Commission -regulations) and - records retention;  basic.legal terminology; business
'English, spelling and grammar; general office procedures, methods, and equipment;
basic math principles; effectlve public relatlonslcustomer service principles, practices
and technlques

Ability to:  Utilize general office eqmpment ‘such as telephone, fax machine,
" transcriber, tape duplicator, dual tape recorder, printers, ‘copiers, and computers_and and '
‘associated software; research issues, compile data and prepare a report of findings;
- take-distatior-and-transcribe notes into meeting minutes; prioritize tasks with competing

demands to ensure work is completed in a timely manner; accurately maintain

computenzed and manual filing systems; communicate_effectively both-effectively, erally
verbally and in writing; establish and maintain cooperative work relationships with those
contacted in the course of work.

Education: Ihe-eqewai&%t—ef—a—h@h—seheei—d@ema—mqh school diploma or eguivalent.
_Experlence. Two (2) years of clerical experience. Expenence involving publlc contact
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EITLE:: DEPUTY CITY CLERK i | S _  _:DAT-'E:
‘|| DECEMBERAUGUSTDECEMBER, 20064 ST

preférred.

Certificatioh" May require State of Callforma Notary Public; may reqwre Passport
Agent Certlf!catlon ¥a4+d—€;ah¥eatma—me¥er—\femeée—epemtep&heense-

PHYSICAL TASKS AND ENVIRONMENTAL CONDITIONS — Work involves light to
moderate work in an office sefting_and ability to attend evening meetings.- _There is a
frequent need to sit and an mfrequent need to stand walk and to hft ob|ects 10 10 20

Employee accommodatlons for phy31cal or menta! dlsabihtles w;li be conSIdered on a
case-by—case baS|s
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]|ITLE:  SENIOR DEPUTY CITY CLERKDATE:

JOBCODE: - 0135
'EMPLOYMENT STATUS | REGULAR FULL-TIME
UNIT REPRESENTATION: ~ MEA

FLSA STATUS: NON-EXEMPT

: --DUTIES SUMMARY

Under general supervision—of—the-Assistant-Gity—Clerk, assists in organlz_ges and
composes the City Councrl Agenda attends Councﬂ meettngs w1th the Clty Clerk as_

- ."Gle#:-wntes mlnutes of C|ty Council meetlngs—anel—pe#en:ns—ether—dutres—as—reqwreé

wmhm—the-seepe—ef—the—elassmeaﬂen— and performs admmlstratlve dutles i support of-
the CII’V Clerk’ S office.

DISTINGUISHING CHARACTERISTICS

The pesmea—ef—Semor Deputy City Clerk_is_the sournev level classification within_the
| Deputy Clerk series.; Tthis classification is distinguished from the entry level Deputy
City Clerk class by the performance of the full range of duties and the level of
independent judgement and initiative exercised " in. performance -of complex
assignments, which must be completed under short deadlines. - It is further
~ distinguished from the Deputy City Clerk in that the Senior Deputy Clty Clerk attends
- Council meetlngs+n—u4&absaqeeeﬂhe%&stae¥&%e¥k

- EXAMPLES OF ESSENTIAL DUTIES

_Attends a#»City Councﬂ Redevelopment Agency, Publlc Financing meetlngs with the- '
‘Assistant City Clerk or in place of the Assistant City Clerk as required; t—Fakes minutes
during meetings; writes, edits, proofreads -and submits in finished form for City Council
ier—approval

_ reviews
and complles lnformation submltted by depadments_p—Posts meet:ng agendas
pursuant to State Law;- with, or in absence of the Assistant City Clerk, attends
agenda review ~meetings with City Administration to review proposed agenda
documents; interacts with departments to coordinate agenda preparation; _makes
revisions and adds documentation as required; accepts and reviews new items, and
makes additions to agenda; attends post-meeting briefing to discuss City Council action;
i—interacts with other department employees in coordinating agenda preparation-;

within_budgst quldeitnes procures goods and services as needed performs. notarial
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duties including notarizing and certifying documents; administers oath of office; provides |
customer service at counter and over the phone in response to requests from the public
and staff, may : Hi - v ' - i

Prproevides work direction to Deputy City Clerks; coordinates their work in. copying
materials for the agenda document_and in maintaining records of completed meetings;
responds to the public and staff inquiries regarding policies procedures, elections, Fair
Political Practices Commission_and City Council_actions; ensures legal and public .-
hearing notices are published according to applicable codes and statutes; researches.
databases, zoning and municipal codes, microfiche and other records to answer pubiic,
inter-agency of intra-agency inquiries, certifies official copies of public records; certifies
published affidavits for ordinances: coordinates the execution. certification, publication
| and recording of documents, and processing contracts, bids, public hearings and deeds:
codifies - City's _municipal _and _zoning codes; and performs related - duties - and
responsibilities as assigned. ' ) - C T

The preceding duties have been provided as examples of the essential types of Work-bérformed
‘by positions within this job classification. Management reserves the right to add, modify,
| change or rescind work assignments as needed. - S '

'MINIMUM QUALIFICATIONS -

A'hy combination of education, training, and" experience that would likely provide the- kncw_led'ge,
skills, and abifities to successfully perform in the position is qualifying. A typical combination.
includes: : . o . : : S R

' _Know_le_dgé' of:.

Al w WY, - a ' -3 -

biliby-to-w cleary-and-concisely-a o-DroG ork 'Indep'th--'knowledgé b%
City Charter and the Ralph M. Brown Act, Cali

| fornia _Public Records Act, and other
municipal codes, regulations and statutes governing Council meetings; basic: legal
terminology,_Notary Public processes and regulations: processes for developing and
preparing_agendas and _minutes, recordkeeping principles and practices::  public
procurement policies as they relate to bid_opening and communication pProcesses;
| principles of business correspondence; e—Effective public relations/customer service
principles and practices;_functions and organization of municipal_government; and
“election and campaign filing regulations. ' B ' -

software—Prepare, _develop, and submit._meeting minutes:; _coordinate agenda
preparation_activities;; ensure the proper posting of meeting notices; perform diverse
duties requiring a wide variety of contact with all levels:; review and compile information:
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|[TITLE:  SENIOR DEPUTY CITY GLERKDATE: EEBRUARxAUGQSmEcEMaER, “

--prepare clear_and concise minutes, aqendas and reiated documents perform glection
- procedures; research issues;; compile data and prepare a report of findings; write .
- Council meetings minutes; prioritize and organize tasks with competing demands to
ensure’ work is completed in a_timely manner; prepare clear and concise-re'ports ‘

| memoranda, and correspondence; communicate effectively, erally—verbally and -

writing; ‘utilize general office equipment such as telephone, fax_machine, transcnber

tape duplicator, dual tape recorder, printers.- copiers, and computers and associated

| software; establish and maintain cooperative work relationships W|th those contacted II'I'
the course of work.

Educatlon Ike—eqaselent—ef—a—hg—h—s%plemaﬂ;qh schoot dlploma or equivalent. o

, Experlence" Three (3) years of progressively responsible administrative’ support
experience ina mummpa[ clerk’s or law office, or closely related experience.. '

| LicenselCertifi catemn State of. California Notary Public, appomtment as a Deputy
' Reglstrar of Voters and Passport Agent certifi catlon may be required. :

"PHYSICAL TASKS AND ENVIRONMENTAL CONDITIONS — Work involves light to
moderate work in an office setting and ability to attend evening meetings. -There is a
frequent need to sit and an infrequent need to stand, walk, and te-ift objects 10 to 20
pounds. Employee accommodations for physical or mental disabilities will be considered
- on a case-by-case ba3|s '
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TITLE: FIRE SAFETY PROGRAM SPECIALIST
[} PECEMBERQCTOBERDECEMBER, 20064

|
E

JOB CODE: 0260

EMPLOYMENT STATUS: REGULAR FULL-TIME
UNIT REPRESENTATION: MEA
|FLSA STATUS: NON-EXEMPT
 DUTIES SUMMARY
With—U erectxon reviews and approves site ptans for events s

held in the City or City convention centers; inspects and issues fire permits: develops;.

| manages—and implements the Fire Department public .education programs; and

| provides emergency incident information to the medla—aﬂd—pe{-ﬁa;ms—ether—demes—as _
'eqﬁedwmwe—seepe—ef—theelassmeaheﬂ— '

EXAMPLES OF ESSENTIAL DUTIES

Reviews and, within authorized quxdelmes approves event site plans for. events held in -
the City or Gityv—convention centers: performs_inspections; processes and issues fire

ermits. emeveleps—manages—aﬂé—%plemeﬂts—coordlnates the development and
implementation of the Fire Department public education programs; provides emergency
" incident information to the media; implements fire prevention and lifeffire safety
programs and presents to community and school groups; provides instruction relative to--
identifying and correcting potential fire hazards in the home;—_ works with residents to -
utilize a standard fire safety check list; conducts residential fire safety inspections to -
eliminate hazardous conditions; provudes instruction to cmzens relative to escape-
planning in the event of fire; - : :

Manages—ané—lmplements City and Countyw:de Life Safety Educatlon Programs,. usmg_-_
available resources in a cost-efficient manner; plans, markets, solicits funds, recruits,”
trains, and supervises volunteers; r-ecruits. trains, schedules; and supervises Project
SHIP (Senior Home Inspection Program) volunteers and |dent1f|es corporate funding
resources; d

Develops and presenis educational programs to community groups, businesses and
schools; provides evacuation and fire extinguisher training to businesses for OSHA
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TITLE: FIRE SAFETY PROGRAM SPECIALIST | DATE:
DECEMBEROCTOBERDECEMBER, 2006+

compliance; interviews juvenile fire setters and their parents to determine if and what
kind of intervention and/or restitution program is appropriate_r-

| Reviews fire incident statistical data to determine what areas of the community require
‘an emphasis in fire prevention instruction; instructs City employees in proper
procedures and conduct during emergency situations; p-

RPlans, composes and produces written matenals outiininge fire preventlon practices and:
procedures; assists. engine companies in the implementation of specific district
programs; instructs citizens with respect to the extinguishment of minor fires, pending .
the arrival of the Fire Department; provides instruction to hospitals and convalescent '
homes relative to lifeffire safety and escape planning; u-

Uses various demonstration props and audio visual equipment; performs Fire .
Department public information duties at fire scene incidents; acts as Department liaison
to the radio, TV and press; designs and produces public education and promotional -
materials such as flyers, brochures, and annual Department reports; writes press -
releases for local newspapers, newsletters, and trade magazines; provides staff support

| for emergency operations center, _serves as liaison on assigned committees. and

performs related duties and responsibilities as assigned.

The preceding duties have been provided as examples of the essential types of work performed
by positions within this job classification. The City, at its discretion, may add, modify, change or
rescind work assignments as needed.

QUALIFICATIONS

Any combination of education, training, and eXpe.n'ence that would likely provide the knowledge _
skills, and abilities to successfuﬂy perform in the position is qualifying. A typical combination
includes:

Knowledge of: - National Fire Protection Association Curriculums and Guidslines,
Uniform Fire Code, Building Code, City Ordinances, Fire Department Policy Manual,
OSHA Guidelines; fire extinguishers, smoke detectors, CO2 detectors,_methods and.
techniques of developing educational and informational materials; fundamentals of
fraining programs; pr;ncmies and practices of recordkeeping.

Ability to: Read and understand fire safety manuals, codes, and procedures; "
communicate clearly and concisely with Department personnel, the media, community
groups, businesses, and residents, both erally-verbally and in writing; develop and
produce various forms of media for presentation to various groups; identify fire hazards
and recommend corrective procedures; analyze and understand fire incident statistical

Page 2 of 3



TITLE: FIRE SAFETY PROGRAM SPECIALIST
QEGEMBERQGJ:OBERDECEMBER, 20064

‘data; devyelop and implement educational and mformat:onai proqrams and direct the
work of volunteer staff.

Education: High school diploma or equwalent courses in flre preventlon flre
inspection, fire education; prefer bilingual language skills.

Experience: Three (3) years in public relations; pabhe—memqaaen—or commumty
sewlcesep@;ma%aemﬂg—aﬂé—}wemb—eeuﬂselﬂﬁ :

1 Gepé#;sahenlelcenses!Certlfscatlons Possessmn of a valid Callforma meter—veheie -
| operatordriver’s I|oense ,

| PHYSICAL TASKS AND ENVIRONMENTAL CONDITIONS - Work involves light to - -
moderate work in an office setting. There is a frequent need to sit and infrequent need
to stand, walk and to lift objects 10 to 20 pounds. Employee accommodatlons for
physical disabilities will be considered on a case- by-case basis.
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Title: GEOGRAPHIC INFORMATION SYSTEM ANALYST |1 Date:
OCTOBERDECEMBER, 2006

JOB CODE:
EMPLOYMENT STATUS: REGULAR FULL-TIME
UNIT REPRESENTATION:  MEA

|LFLSA STATUS: NON-EXEMPT

'DUTIES SUMMARY

Under general supervision, performs routine professional office and field duties involved
in the development, implementation, operation, performance, and maintenance of the

| City's Geographic Information System (GIS)_program; assists in the design, storage,
and analysis of data which is referenced spatially; responds to requests and provides
Geographic Information System data to City departments, outside agencies, and the
public. See Systems Environment attachment (pages 4 - 5.)

DISTINGUISHING CHARACTERISTICS

The GIS Analyst 1 is the entry level classification within the GIS Analyst series. This
| classification is distinguished from the GIS Analyst Il by the performance of the more
routine tasks and duties assigned to position. Positions at this level are not expected to
function with the same amount of program knowledge or skili level as positions
allocated to the GIS Analyst Il level and usually exercise less independent discretion
and judgment in matters related to work procedures and methods.

EXAMPLES OF ESSENTIAL DUTIES

I Participates-Assists in the development, implementation, operation, performance, and

~ maintenance of the City's Geographic Information System; assists with anaiyzing spatial
-and tabular information to solve problems involving logical/physical entity relationships
and geographic relationships; assists with updating GIS databases; develops and
programs basic GIS applications using a variety of programming languages; develops
query and relational query methodologies for the manipulation of geographically
referenced data; develops and maintains digital base maps; creates topology files for
theme integration; interfaces with surveyors to implement GPS control points collected
in the field; checks positional and relative accuracy of GPS data; performs backups of
all GIS related data; provides technical support to City departments and other clients
requesting GIS products ensuring clients receive accurate products including maps,
charts, and graphs in a timely and appropriate manner, prepares GIS system
documentation; and performs related duties and responsibilities as assigned.
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Title: GEOGRAPHIC INFORMATION SYSTEM ANALYST | Date:
OGTOBERDECEMBER, 2006 .

The preceding duties have been provided as examples of the essential types of work performed
by positions within this job classification. The Cily, at its discretion, may add, modify, change or
_rescind work assignments as needed.

MINIMUM QUALIFICATIONS:

Any combination of education, training, and expenence that would likely provide the knowledge,
skills, and abilities to successfully perform in the position is quahﬂﬂng A typical combination
includes:

l Knowledge of: Use, capabilities, characteristics, and limitations of GIS;; personal; and
network computer systems and related equipment; computer repair and maintenance
procedures and techniques; principles and practices used in the operation of relational
database management systems; cartographic, demographic, and statistical methods
and standards; geography; digital orthophotography principles and practices; Structured
Query language and related concepts; data schemas; geodetic GPS accuracy
standards; surveying principles, procedures, and techniques; mathematical principles
including trigonometry and geometry; modern office procedures, methods, and
equipment including computers; recent developments, current literature and information
related to the fields of GIS, network systems and computer work stations.

Ability to: Leamn to design, implement, maintain, and operate relational database
management systems; troubleshoot software and hardware problems; operate a variety
of computer equipment and software relative to the assigned area of responsibility;
read, interpret, and apply knowledge gained from complex technical publications,
manuals, and other documents; respond to requests and inquiries from City
departments, outside organizations, and the public; communicate clearly and concisely,
both verbally and in writing; establish and maintain effective working relationships with
those contacted in the course of work.

Education: A Bachelor's degree from an accredited college or university with major
course work in geographic information systems, geography, cartography, computer
science, or related field.

’ Experience: One (1) year of experience working with geographic information systems
or closely related areas.

Licenses/Certifications: Possession of a valid California driver’s license.

PHYSICAL TASKS AND ENVIRONMENTAL CONDITIONS - Work involves sedentary
to light work in an office environment. There is frequent need to sit for extended periods
and to Jift light objects (up to 15 pounds) and perform other similar actions during the

Page 2 of 6



Title: GEOGRAPHIC INFORMATION SYSTEM ANALYST | Date:
OGTOBERDECEMBER, 2006

course of the workday. Employee accommodations for physical or mental disabilities will
be considered on a case-by-case basis.
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Title: GEOGRAPHIC INFORMATION SYSTEM ANALYST |1 Dat(-;:I
OGCTOBERDECEMBER, 2006 - |

CITY OF HUNTINGTON BEACH
INFORMATION SYSTEMS DEPARTMENT
JOB SPECIFICATION ATTACHMENT|¢F1;
May 21, 2003
SYSTEMS ENVIRONMENT:
Network

The City's network is NT with all Cisco hardware including a Cisco 6509 core switch. Remote sites are
connected via ISDN or fractional T-1 fines. Firewalls are Cisco Pix. Client server environment with 100mb
fast Ethernet. TCP/P is the protocol with address resolution via DNS and WINS. Client addressing is
static. Monitoring of critical devices is via Cisco Works and Ipswitch Whatsup! Gold. There are mulliple
domains that will be collapsed at some pointto only 1 or 2. There are approximately 1000 users.

Pubiic Safety

Police are migrating in 2003 from a Unidata GEAC CAD/RMS system to Intergraph’s CAD/RMS running on
Windows 2000 and SQL. Police use the county’s 800Mhz system. The City has an internal radio group
that maintain the police radios which are ASTRO specfra 800°s in the cars and portable XTS 3000s.
MDCs in the cars are Motorola MW520s and motors use Panasonic Toughbooks. MDCs will be replaced
as phase 2 of the Intergraph project. Motorola is currently under contract to install an independent wireless
network utilizing 802.11b & g to operate in conjunction with the existing 800Mhz infrastructure.
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Title: GEOGRAPHIC INFORMATION SYSTEM ANALYST | Date:
OCTOBERDECEMBER, 2006 :

Fire is currently confracting with Anaheim for CAD semvices. RMS is Firehouse, and Telestaff is used for
scheduling.

Business Systems

The City utilizes JD Edwards OneWorld Xe ERP system on Windows 2000 and SQL. Citrix servers are
used for thin clients. JD Edwards comprises all the city’s financials. Kronos is a timecard system on a
Windows 2000 server and SQL. Cityview is the permitfing system that will be used by multiple departments
for permits, code enforcement, plan check, business licenses, ete. It also runs on Windows 2000 and SQL.
GIS utilizes ESRI's software running on Windows 2000. Office Automation is Microsoft Exchange 5.5
- Server in a Windows 2000 active/passive cluster configuration. Utiligy is a custom ufility billing system that
runs on an NT server and SQL. It intergrates with a Radex meter reading system. Crystal reports is used
to produce bills and notices.

Microsoft internet Explorer 6.x is the web browser. Connectivity is over 2 channelized T-1's and content
filtering is provided by 8£6 R2000. The City continually expands the uses for its website, and plans to tie
many of its business apps to the web such as paying utility bills and purchase of basic permits. There are
also plans fo buiid a robust intranet environment. City uses Ekfron CMS200 for website content
management and Cold Fusion 5.0 for website application development The web servers are HIS
5.0/Apache running on Windows 2000.

Operations

The City’s current desktop standards are Windows 2000 Pro, and Office 2000 Pro. The server and client
hardware standard is Deft Power/Edge servers and Dell Optiplex workstations.

The City utilizes NAS for file sharing and database backups. Backups are performed with Syncsort Backup
~ Express software and a Sprectra Logic Gator 12000 tape library. Servers are backed up via TCP/IP. Filers
are backed up via NDMP. Norton Anti-virus is the virus protection software.
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Title: GEOGRAPHIC INFORMATION SYSTEM ANALYST Ii

OGTOBERDECEMBER, 2006

JOB CODE: 0178

EMPLOYMENT STATUS: ~ REGULAR FULL-TIME
UNIT REPRESENTATION: MEA

FLSA STATUS: - NON-EXEMPT

DUTIES SUMMARY

Under direction, performs a variety of professional oﬁrce and field duties involved in the
development, implementation, operation, performance; and maintenance of the City's
Geographic Information System (GIS) program; designs, compiles, stores, manages,
and analyzes data which is referenced spatially; and responds to requests and. provides
Geographic Information System data to City departments, outside agencres and the
public. See Systems Environment attachment (pages 4 — 5.) -

DISTINGUISHING CHARACTERISTICS

The GIS Anaiyst Il is the journey-level professional classﬁu:atron within the GIS Ana!yst

series. This classification is distinguished from the GIS Analyst | by the performance of
the full range of duties assigned to positions in the series.__ Positions at this_level
receive only occasional instruction or assistance as new or unusual srtuatlons arlse and
are fully aware of the operating procedures and pollcres of the unit.

EXAMPLES OF ESSENTIAL DUTIES

Participates in the development, implementation, .operation, performance, and
maintenance of the City's Geographic Information  System; administers network
including installation and maintenance of advanced hardware and software; analyzes
spatial and tabular information to solve complex problems involving logical/physical
entity relationships and geographic relationships; develops and updates GIS databases;
develops and programs complex GIS applications using a variety of programming
languages; designs, develops, and manipulates multi-faceted GIS themes; creates
graph;cal user interface for Internet theme navigation; develops query and’ relational
query methodologies for the manipulation of geographically referenced data; ‘develops
and maintains digital base maps; performs modeling and manipulation of digital map

~ files; creates topology files for theme integration; develops GIS project methodologies

and designs for Intranet and Internet use; develops statistical methods for the analysis
and pro;ectron of GIS data; interfaces with surveyors to implement GPS control points
col|ected in the field; ohecks posmonat and relative accuracy of GPS data; performs
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| OCTOBERDECEMBER, 2006

backups of all GIS related data; ensures integrity, quality, and accuracy of the City GIS
system; provides technical support to City depariments and other clients requesting GIS
products ensuring clients receive accurate products including maps, chanrs, and graphs
in a timely and appropriate manner; prepares GIS system documentation; develops
specifications for new GIS hardware and software; and performs related duties and
responsibilities as assigned. '

The preceding duties have been provided as examples of the essential types of work pen‘ormed
by positions within this job classification. The Cily, at its discretion, may add, modify, change or
rescind work assignments as needed. - - : .

. MINIMUM QUAL!FICATIONS

Any.combination of education, training, and experience that would hkely prowde the knowledge,
skills, and abilities to successfully perform in the posmon JS qualifying. A typical combmaiion
includes:

Knowledge of: Use, capabilities, characteristics, and Iimitations of GIS, personal, and
network computer systems and related equipment; computer repair and maintenance
procedures and techniques; principles and practices used in the design,
implementation, and operation of relational database management systems; principles
and procedures of systems analysis, design, security, planning, and documentation;
cartographic, demographic, and statistical methods and- standards; geography; digital
orthophotography principles and practices; Structured Query Language and related
concepts; data schemas; geodetic GPS accuracy standards; surveying principles,
procedures, and techniques; engineering principles, procedures, and techniques;
mathematical principles including trigonometry and geometry; modern office
procedures, methods, and equipment including computers; recent developments,
current literature and information related to the fields of GIS, network systems and
computer work stations.

Ability to: Design, implement, maintain, and operate relatlonal database management
systems; troubleshoot software ‘and hardware problems; prepare clear and concise
technical reports and presentations; operate a variety of computer equipment and
software relative to the assigned area of responsibility; relational and statistical query
methodologies; read, interpret, and apply knowledge gained from complex technical
publications, manuals, and other documents; respond to requests and inquiries from
City departments, outside organizations, and the public; analyze problems, identify
alternative solutions, project consequences of proposed actions, and implement
recommendations in support of goals; communicate clearly and concisely, both verbally
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and in writing; establish and maintain effective working- relattonshlps with those _
contacted in the course of work:

Education: A Bachelor's degree from an accredited college or university with 'majOr
- course work in geographic lnformatlon systems, geography, caltography computer :
science, or related field.

'Experience: Two (2) years of experience working with geographac lnformatton systems
~or closely related areas. _

LlcensesICertlflcatlons Possessmn of a valid Cahforma drlver S ilcense '

PHY§ICAL TASKS AN[LENVIRONMI_ENTAL CONDITIONS - Work involves sedentary
to light work in an office environment. There is frequent need to sit for extended periods-
and to lift light objects (up to 15 pounds) and perform other similar actions during the
course of the workday. Employee accommodations for phyS|caI or mental disabihtles will .
be considered on a case-by-case. basls .
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CITY OF HUNTINGTON BEACH
INFORMATION SYSTEMS DEPARTMENT

JOB SPECIFICATION ATTACHMENTcF1]
" May 21, 2003

SYSTEMS ENVIRONMENT:
Network -

The City's network is NT with all Cisco hardware including a Cisco 6509 core switch. Remote sites are
connected via ISDN or fractional T-1 lines. Firewalls are Cisco Pix. Client server environment with 100mb
fast Ethernet. - TCP/IP is the protocol with address resolution via DNS and WINS. Client addressing ‘is
static. - Monitoring of critical devices is via Cisco Works and Ipswitch Whatsup! Gold. There are multiple -
domains that will be collapsed at some point to only 1 or 2. There are approximately 1000 users.

Public Safet'y_

Police are migrating in 2003 from a Unidata GEAC CAD/RMS system to Intergraph's CAD/RMS running on
Windows 2000 and SQL. Police use the county's 800Mhz system. The City has an intemal radio group
that maintain the police radios which are ASTRO spectra 800's in the cars and portable XTS 3000's.
MDCs in the cars .are Motorola MW520s and motors use Panasonic Toughbooks. MDCs will be replaced
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as phase 2 of the Intergraph project. Motorola is currently under contract to install an independént wireless
network utilizing 802.11b & g o operate in conjunction with the existing 800Mhz infrastructure.

Fire is currently contractlng with Anaheim for CAD services. RMS is Ftrehouse and Telestaff is used for'
scheduling. _ _

Business. Systems

The City utilizes JD Edwards OneWorld Xe ERP system on Windows 2000 and SQL CItI’IX servers are -

used for thin clients. JD Edwards comprises all- the city's financials. Kronos is a timecard system on'a

Windows 2000 server and SQL. Cityview is the permitting system that will be used by multiple departments
for permits, code enforcement, plan check, business licenses, efc. 1f also runs on Windows 2000 and SQL.
GIS utilizes ESRI's software yunning on Windows 2000. Office Automation is Microsoft Exchange 5.5
Server in a Windows 2000 active/passive cluster configuration. Utiligy is a custom utility billing system that
runs on an NT server and SQL.. It intergrates with a Radex meter reading system: Crystai reports is used
to produce bills and notices.

Microsoft Internet Explorer 6.x is the web browsef Connectlwty is over 2 channellzed T-1's and content
fillering is provided by 8E6 R2000. The City continually expands the uses for its website, and plans to tie
many of its business apps to the web such as paying utility bills and purchase of basic permits. There are
also plans to build a robust intranet environment. City uses Ektron CMS200 for website content
management. and Cold Fusion 5.0 for website application deveiopment The web servers are |iS
5 OIApache running on Windows 2000. ' '

'Operat'ions ‘

The City's current desktop standards are Windows 2000 Pro, and Office 2000 Pro. The server and cluent
hardware standard is Dell PowerfEdge servers and Dell Optipiex works{atlons
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The City utilizes NAS for file sharing and database backups. Backups are-performed with Syncsort Backup
Express software and a Sprectra Logic Gator 12000 tape library. Servers are backed up via TCPAP. Filers
are backed up via NDMP. Norton Anti-virus is the virus protection software.
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0115/0505/0116/0117/0118/0499

JOB CODE: 115/0!
EMPLOYMENT STATUS: REGULAR FULL-TIME
UNIT REPRESENTATION: MEA; ISA LIV

! | MEO; SENIOR ISA
FLSA STATUS: EXEMPT

DUTIES SUMMARY

Performs programming, testing, 'troubleshooting, installation, implementation,
documentation and maintenance of Gity-assigned systems, databases, programs and
applications,_t-—Froubleshoots, analyzes and resolves systems and applications

hardware and software problems;—and-performes-related-work-as-regquireds -aAnalysts

may be focused on specific areas: such as networks, business applications, office

automation, publlc safety, GIS—Web development or other busmess systems They

DISTINGUISHING CHARACTERISTICS
INFORMATION SYSTEMSS ANALYST I

level into the Informatuon Systems Analyst series. Posmons at this level receive on the
iob training in order to learn and develop competencies in performing the essential
functions of the job and to apply C;tv and department pohmes anci procedures in the'
assigned area of work. - :

INFORMATION SYSTEMS ANALYST II

; : : IABTFe- second workmq and journey Ieve! wﬂhm the
Informatlon Svstems Analyst series: mcumbents at this_level are expected to perform
the full range of duties in an assignéd support area such as training. programming.
testing. de-bugging. instaliing. documenting. and maintaining _assigned applications
including hardware .and software.  Incumbents may also have limited project .
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responsibilities for less complex applications within their departmént
INFORMATION SYSYEMS ANALYST Il '

journey level Withm the Im‘ormatzon Systems Analvst series responsible for performing -
more complex application design. development, implementation. documentation and

maintenance for City-wide or complex department applications. Incumbents at this level o

may be assigned project management duttes for the apDIicatlons supported
lNFORMATiON SYSTEMS ANALYST IV

ppejee%s—fourth workmq ievel wnhm the informatton Systems Anaivst series. Incumbents

at _this level are responsible for the design. development. implementation.
documentation ~and maintenance  of complex City-wide or .critical depanment

applications. Incumbents at this level also serve as project manager on the applications

supported when required.

SENIOR INFORMATION SYSTEMS ANALYST
~This is the highe

huqhest worktnq level in the !nformatton Svstems Analyst series. !ncumbents at this
level - provide leadership to other professional and technical -staff in the design.

development.. tes'tinq documentation ~and  maintenance of City-wide business.

applications such as JD Edwards, office autornation, and Cltv-Vlew These posmons .
also serve as technical experts in their assmned areas.

EXAMPLES OF ESSENTIAL DUTIES

Performs systems administration duties on assigned systems; installs, tests. de-bugs
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and maintains applications within an assigned area; creates design documents; writes
codes; afAnalyzes user needs_by evaluating manual processes and identifying
- technology solutions;; designs, develops, tests, trains users, documents and maintaing
various databases; pRroduces reporis through databases or using report writing tools;
sSets up processes; {Froubleshoots and resolves issues at the server level, dBevelops
quality technical documentation on processes, databases, and programs;, may
pRerforms project management duties on semplex-assigned systems projects; mMay
be assigned full responsibility for specific systems and databases; mMay be focused on
a specific area such as networks, office ‘automation_training, GiS—~document imaging,
financials, web development and maintenance, or public safety systems; p—Performs
research, gathers costing information, recommends hardware and - software; gGathers
vendor quotes and assists in budget preparation; mMaintains effective relationships with
vendors and their technical support personnel; t+rains users on database or software
applications;—Defines—proceduras—and-batch-processes; creates training curricula and
facilitates training for City employees on assigned applications; performs system
administration tests such as databage security management and . disaster recovery:
implements access controls; creates and tests back up procedures;; validates data
integrity;; evaluates. plans. implements. and integrates new systems: troubleshoots and
resolves network problems and ensures security; serves as liaison between end users
and members of the project team:; develops web applications, business objects. server
components _and data_interfaces; aAttends and participates in professional group
meetings; sStays abreast of latest trends and innovation in technology field; sStudies
the overall functions of assigned areas in specific departments to better analyze
automation needs; wWorks with IS Links to improve services, policies, and procedures;
aAssists - in development and maintenance of Ceity-wide standards, policies, and
procedures; ahssists other workgroups as assigned; pRrovides consultation and

integration services; cGonflgures and znstalis servers; sStudles and charts systems and .

procedures workflow -
expenrise_and pefforms reia{ed dutles and feSDOI’]S!bliltieS as ass;qned

The preceding duties have been provided as examples of the essential types of work performed

by positions within this job classification. The Cily, at its discretion, may add, modify, change or

rescind work assignments as needed.
QUALIFICATIONS

Any combination of education, training, and experience that would likely provide the knowledge,
skills, and abilities to successfully perform in the position is qualifying. A typical combination .
includes: ' ;

Mandatory reguir_ements of all Analyst series classifications:
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Must be able to carry a call out device and respond to emergency services call out;
mMust pass a police background investigation; mMust possess a valid class “C”

l California driver's: license; mMust read, S|gn and commit to abiding by City standards,
policies and procedures.

| INFORMANTION SYSTEMS ANALYST |

Knowledge of: Operations, services and activities of information systems programs;
| pPrinciples and practices of computer science and information systems; bBasic :
operational characteristics of a variety of computer systems, applications, hardware, =
software and penpheral equment Basietime management principies and technlques
basie-customer service
pnnCIpIes and prachces Bas+e—ba3|c techmcal writing and documentation methods and
techniques; a_vMariety of common operating systems, database platforms and
programming languages; Basis—basic_programming methods and -techniques; Basic
basic systems and -software application troubleshooting methods and techniques;
pRrinciples, practices, methods and techniques used in the instaliation, troubleshooting
and maintenance of systems and applications; pProper grammar, punctuation and
spelling; pRertinent Federal, State and local codes, laws and regulations.

Ability to: Perform routine programming duties; tFroubleshoot system and application
“problems using logical and methodical processes; rRead, interpret and apply technical
publications, manuals and other documents; lkearn to install, troubleshoot, test and
support systems. and applications; pProvide technical support io systems or application -
design and development projects; lkearn to create reports, presentations and other
: spemai documents through database and report wntlng tools—Adnmi—ms%akes—;eqsest

mdependently and as a coheswe team member leearn methods and techniques of
using a variety of application design and development tools; |kearn principies and
practices of quality assurance; ikearn methods and techniques -of programming a
variety of applications and systems; cGommunicate clearly and concisely, both orally
verbally and in writing; eEstablish and maintain effective working relationships with .
those contacted in the course of work; aAdapt to a fast paced environment and work
both lndependently and as part of a team. -

degree preferred. .

Experience: Two (2} or mofe years as a Senior Technician or equivalent; oGne (1) or .
more years as a programmer.
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INFORMATION SYSTEMS ANALYST i

‘Knowledge of: In addition to the information Systems AAnalyst | knowledge
requirements,_note that the "basic” designation at the | level are removed.—and
incumbents at the 1l level should also have the identified knowledge of: ; iinformation
systems security concepts, practices and methods; pRrinciples and practices of -quality
assurance; pRrinciples and techniques of project management;_network principles .=

Ability to: In addition to the aAbility requirements of Information Svstems Analyst I_the
“learning” designation at the | level are removed:.-and incumbenis at the i level should
have the identified abilities of; afAnalyze, identify and resolve—basic_ systems and
applications malfunctions; aAnalyze, troubleshoot and remediate - systems and
application errors; eEffectively communicate technical information to users; mMaintain

service attltude—ané—pepspee%we—&né&c—mess—umte aApply organizational methods and -
| practices to manage workload effectively and efficiently; cGross tram others; aAbsorb

and apply higher-level technical information;-

Education: Associate’s degree in Ceomputer Sscience or closely related field.
Bachelor's degree preferred.

Experience: Two"QLyea»rs or more as an Information Systems$S Ana'_iyst | or equivalent.

INFORMATION SYSTEMS ANALYST Ill

o | Knowledge of: In:addition io kKnowledge requirements of - lnformatlon Systems

Analyst I/ll; aAdvanced detection, diagnosis.and resolution of complex malfunctions of
systems and applications,_operational characteristics of a variety of operating systems
and environments; principles _and practloes of network deann and administration.
database administration and security methods.:-

Ability to: |n addition _to_a#bilities of * Information Svstems Ana]yst I/Il; pProvide
assistance to other workgroups as needed; wiork as a leader andfor member in teams
assigned advanced technical projects; tiFram and cross-train |n advanced technical -
concepts and disciplines.

Education: Associate’s degree in Ceomputer Sscience or - closely related - field.
Bachelor's degree preferred.

Experience: Two (2) years or more as an Information Svstems% Analyst 1l or
equivalent.
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INFORMATION SYSTEMS ANALYST IV

~Knowledge of: In addition to kknowledge requirements of information Systems
Analyst 1/I/1li; aAdvanced and specialized troubleshooting, diagnosis and problem
resolution in focused areas such as-GIS—OA _City wide business applications, website
development, Networks—Finansialsnetworks. financials, Public Safety systems, efc;
- aAdvanced and specialized expert knowledge of focused software such. as operating
systems, programming languages, database platforms and City wide applications;
“aAdvanced tools and techniques for focused problem resolution; relational database
management concepts: web based languages and network technolomes -

Ability to: In addition to aAdbilities of Information Systems Analyst Illlllll gErowde high
| level, advanced technical support to specialized areas and enwronments QProwde a
" Jeadership role in teams or in managing assigned projects.

Educatlon Bachelor's degree in Csomputer SSClence or a closely related field;
cGompletion of specialized training-sush—-as—GiS—OANetwerks; or specific software
“applications so as to be considered an advanced technical support resource in that field
of expertise.

“Experience: Two (2) or more years as an Information SvstemsS Analyst Il or
equivalent; tFwo (2) or more years in a focused specific discipline.

SENIOR INFORMAT!ON SYSTEMS ANALYST

- Knowledge of: In_addition_to kKnowledge requirements -of lnformatlon Systems
Analyst VII/HAV; eExpert level on systems and software services, activities, procedures
“and responsibilities; - eExpert level on various programming languages, database
administration or systems; eExpert level on one or more focused disciplines.

Ability to: In addition to aAbilities of Information Systems Analyst I/II/11I/IV; eEffectively
perform all basie—duties of an Aanalyst at an expert level; pProvide leadership to
advanced systems projects and tasks; eEffectively train lower level staff and end users;
(—:-Effec{iveiy commumcate %echmca! mformatlon orally and in wrlt:ng dQe#eleﬁ—and

teeis—te—enheﬂee—p%eseﬁ%a%&ens——gpeﬁorm complex anaiytlcal iasks tidentafy
recommend and impiement improvements to systems, applications and service delivery;
_ ] pPerform various sSupervisor level duties in-sSupervisor's absence or as needed.
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Education: Bachelors degree in Ceomputer Ssmence or closely related fleld fF—or
focused areas, fee - :
| cGertification in multlple dlscaplmes or multlple certlflcattons in a focused drsmphne

Experience: Two (2) or more years as an Information SystemsS Analyst IV or

| equivalent; t+hree Q)_;o_r' more years in a specific, focused discipline.

: ‘PHYSICAL TASKS AND ENVIRONMENTAL CONDITIONS — Work involves sedentary

. to light work in an office environment. There is frequent need to sit for extended periods

and to lift light objects (up to 15 pounds) and perform other similar actions during the
- course of the workday. Employee accommodations for physical or mental disabilities
‘will be considered on a case- by-case basis.
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. CITY OF HUNTINGTON BEACH
INFORMATION SYSTEMS DEPARTMENT
~ JOB SPECIFICATION -ATTAC,HMENTICH]
May 21, 2003

* SYSTEMS ENVIRONMENT:
- Network

The City's network is NT with all Cisco hardware including a Casco 6509 core switch. Rernote sites are
~-connected via ISDN or fractional T-1 lines. Firewalls are Cisco Pix. Client server environment with 100mb
fast Ethernet. TCP/IP is the protocol with address resolution via DNS and WINS. Client addressing is
static. Monitoring of critical devices is via Cisco Works and Ipswitch Whatsup! Gold. There are multiple
_ domams that will be oollapsed at some point to only 1°'or 2. There are approximately 1000 users.

. Public Safety |
Police are migrating in 2003 from a Unidata GEAC CAD/RMS system to Intergraph’s CAD/RMS running on

‘Windows 2000 and SQL. Police use the county's 800Mhz system. The City has an interal radio group
-~ that maintain the police radios which are ASTRO spectra 800's in the cars and portable XTS 3000's.

*- MDCs in the cars are Motorola MW520s and motors use Panasonic Toughbooks. MDCs will-be replaced

- .as phase 2 of the Intergraph project. Motorola is currently under contract o install an independent wireless
network utilizing 802.11b & g to operate in conjunction -w_ith the existing 800Mhz infrastructure.

Fire is currently contfactmg w1th Anaheim for CAD services. RMS is Firehouse, and Teiestaff is used for

~ .. scheduling.

- Business Systems _' '

- The City utilizes JD Edwards OneWorld Xe ERP system on Windows 2000 and SQL - Citrix servers are
~ used for thin clients. JD Edwards comprises all the city's financials. Kronos is a timecard system on a
“Windows 2000 server and SQL. Cityview is the permitting system that will be used by multiple departments

for permits, code enforcement, plan check, business licenses, etc. It also runs on Windows 2000 and SQL.

- GIS utilizes ESRI's software running on Windows 2000. Office Automation is Microsoft Exchange 5.5
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- Server in a Windows 2000 active/passive cluster configuration: Utiligy is a custom utility billing system that
runs on an NT server and SQL. 1t intergrates with a Radex: meter reading system. Crystal reports is used
- fo produce bills and notices.

- Microsoft Internet Explorer 8.x is the web browser. Connectivity is over 2 channelized T-1’s and content

 filtering is provided by 8E6 R2000. The City continually expands the uses for its website, and plans to tie
many-of its business apps {0 the web such as paying ulility bills and purchase of basic permits. There are

" also plans to build a robust intranet environment. City uses Ektron CMS200 for website -content
- management and Cold Fusion 5.0 for website application development. The web servers are IS
5.0/Apache running on Windows 2000. S

Operatlon

. The City's current deskiop standards are Windows 2000 Pro and Office 2000 Pro. The s server and client
- hardware standard is Dell Power/Edge servers and Dell Optaplex workstations.

The City utiizes NAS for file sharing and database backups. ‘Ba'ckups are performed with Syncsort Backup
 Express software and a Sprectra Logic Gator 12000 tape library. Servers are backed up via TCP/IP. Filers
are backed up via NDMP. Norton Anti-virus is the virus protection software.
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JOB CODE: 0120
EMPLOYMENT STATUS: REGULAR FULL-TIME
UNIT REPRESENTATION: MEA

FLSA STATUS: NON-EXEMPT

DUTIES SUMNMARY

With—Under general—supervisiondirection, provides expert coliection, preservation,
scientific analysis, and documentation of physical evidence in criminal and civil legal
matters; conducts examinations of physical and biological evidence in both the
laboratory and the field; provides fraining to others in technical skilis related to
supporting forensic examinations and procedures; and assists with the reconstruction of

events that occurred during the commission of a crime—and-performs—otherduties—as
required-within-the scope-of the-classification.

DISTINGUISHING CHARACTERISTICS

The Senior Criminalist performs a variety of highly specialized technical research and
scientific analysis of evidence in the laboratory and the field. This pesitien-classification
is proficient in all areas of scientific analysis in the Unit, and-trains others in the field,
and may provide lead supervision and training to lower level staff.

EXAMPLES OF ESSENTIAL DUTIES

Performs forensic and laboratory analysis of collected physical and biological evidence
from crime scenes, performs a variety of highly specialized and complex technical tasks
in searching, collecting and analyzing evidence; may assign. plan, and review the work
of assigned staff to ensure proper work methods and products; performs analysis of
narcotics and dangerous drugs in biological fluids and solid dosage forms; performs
serological and DNA analysis on all forms of biological materials; performs analysis of
alt forms of frace evidence; performs examinations of firearms, bullets, casings, powder
patterns, and gunshot residue; performs biood alcohol and toxucology analyses; p-

§ i =2 performs
chemlcai and phys:cai analy3|s as weII as macroscoplc exammatlons for identification

and comparison of evidence; analyzes, identifies, and compares evidence to connect
with the perpetrator of a crime;_d-

Bevelops methods of identifying new drugs of organic or synthetic origin; makes
independent field investigations at the scenes of crimes and other pertinent locations,
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searching for, collecting, photographing and preserving evidence subject to laboratory
analysis and comparison_ f-

Reconstructs situations of a crime in the demonstration and proof of the cornnection of
persons, instruments, or materials with the crime; prepares findings for court
presentation; testifies in court conceming scientific facts as established in the analysis
of evidence,_studies and applies new_technigues and procedures in the field of
criminalistics; consults and coordinates with other law enforcement agencies; provides
technical training in the field of forensic examinations and procedures; consults with
staff, detectives, police officers. deputy district attorneys and other law enforcement
officials regarding procedures and_analyses; prepares statistical and other related
reports; monitors safety practices within the laboratory, MSDS filing, and manages the
disposal of hazardous chemical and biological waste; prepares laboratory maintenance
logs: orders and maintains _stock supplies; and performs related duties and
responsibilities as assigned.

by positions within this job classification. The Cily, at its discretion, may add, modify, change or
rescind work assignments as needed.
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QUALIFICATIONS

Any combination of education, training, and experience that would likely provide the knowledge,
skills, and abilities to successfully perform in the position is qualifying. A typical combination
includes:

Knowledge of: Principles, methods and procedures, materials and techniques of
toxicology, chemistry, physics, biochemistry, physiology, and photography; laws of
evidence, criminal procedures, crime, courtroom procedures and testimony;
investigative methods and technigues; principles of lead supervision and training; recent
developments and sources of information relative to criminalistics.

Ability to: Conduct a wide variety of technical, chemical and other comparatuve
laboratory analysis; present evidence in court as an expert witness; use of various
laboratory equipment, measuring devices, firearms, digital imaging equipment, and
{ other tools used in the [aboratory, lead. plan,'assign and review the work of assigned
staff.

Education: Bachelor's of Science dbegree in Ceriminalistics, Cehemistry,
Bbiochemistry, Bbiology, natural sciences involving chemical analyses or a closely
related field; specialized training in law enforcement.

Experience: Three (3) years as a Criminalist and proficiency in-atleast-seven{f
areas-of-forensic-specialty all areas of scientific analysis performed in the unit.

CertificationsiLicenses/Certifications: Possession of a valid California motor-vehicle
opdriveerater’s license; must pass an extensive background check.

PHYSICAL TASKS AND ENVIRONMENTAL CONDITIONS — Work involves exposure

to potential physical harm. There is frequent need to stand, reach overhead, sit, stoop,
walk, work in confined spaces, and perform other similar actions during the course of
the workday. Must be able to work any shift, including weekends and holidays. Must
be able to report to a crime scene at any_time—time—of the—day. Employee
accommodations for physical or mental disabifities will be considered on a case-by-case
basis.
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JOB CODE: 0455
EMPLOYMENT STATUS: REGULAR FULL-TIME
UNIT REPRESENTATION: MEA

FLSA STATUS: NON-EXEMPT

DUTIES SUMMARY

UnderWith general supervisiondirection, oversees the parking control and traffic control
program; supervises traffic and clerical staff; reviews complaints from the general public

regarding traffic and parking issues and-takes-steps-to-reselveand resolves; transcribes
and logs traffic collisions; and maintains record-keeping system:-and-perderme-other

EXAMPLES OF ESSENTIAL DUTIES _
Manages—QOversees and directs the parking control program; supervises traffic and

clerical staff, hires and trains new staff members; investigates personnel complaints and
recommends actions; recommends termination, as appropriate,_r-

Reviews complaints on parking citations as required by the Sstate; handles complaints
from the general public regarding traffic and parking issues and takes steps to resolve;
oversees hearing process to contest citations; handies administrative aspects of citation
processing and court review; transcribes and logs traffic collisions; maintains record
keeping system_ p-

Brovides for traffic control at accident scenes; assigns staff to establish traffic control
markings and to direct traffic; ensures the safety of motorists around traffic accidents; e-

Evaluates employees performance and takes disciplinary actions as needed; makes
daily checks and determines compliance with current policies, procedures, and safety
standards;_checks signage and markings within the City for legal posting or ticket
verification: completes and distributes monthly statistics for the Traffic Bureau: meets
with staff on Ttraffic Bbureau related issues-; g

Generates schedules for traffic personnel; schedules replacement of all personnel
unable to perform their assigned duties; maintains daily work records and keeps daily
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TITLE: PARKING / TRAFFIC CONTROL COORD———SUPERVISOR DATE:
DECEMBERSERTEMBERDECEMBER, 20064

time records for submission to payroll,_and performs related duties and responsibilities
as assigned.

The preceding duties have been provided as examples of the essential types of work performed
by positions within this job classification. The City, at its discretion, may add, modify, change or
rescind work assignments as needed.

QUALIFICATIONS

Any combination of education, training, and experience that would likely provide the knowledge,
skills, and abilities to successfully perform in the position is qualifying. A typical combination
includes:

Knowledge of: City municipal codes,_California vehicle code, local ordinances related
to parking and traffic, transportation traffic manuals, police radio codes; record-keeping
procedures; supervisory policies and procedures; personal computers and standard
business software.

Ability to: Read and interpret codes and schedules; use personal computer; supervise,
create, prioritize and maintain working schedules; effectively-communicate effectively
with others both verbally and in writing; establish and maintain effective working

relationships with those contacted in the course of workwith-employees—Depariment

Education: High school diploma or equivalent.

Experience: Two (2) years supervisory experience preferred

Gertifications/Licenses/Certifications: Possession of a valid California driver's
license.

PHYSICAL TASKS AND ENVIRONMENTAL CONDITIONS — Work involves exposure
to potential physical harm. There is frequent need to stand, reach overhead, sit, stoop,
walk, work in confined spaces, and perform other similar actions during the course of
the workday. Must be able to work any shift; including weekends and holidays.
Employee accommodations for physical or mental disabilities will be considered on a
case-by-case basis.
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TITLE: PARKING / TRAFFIC CONTROL COORD— - SUPERVISOR DATE:
BECEMBERSEPTEMBERDECEMBER, 20064

JOB CODE: 0455
EMPLOYMENT STATUS: REGULAR FULL-TIME

UNIT REPRESENTATION: MEA
FLSA STATUS: NON-EXEMPT

DUTIES SUMMARY TES

UndenWith general supervisiondirection, oversees the parking control and traffic control
program; supervises traffic and clerical staff; reviews complaints from the-general public
regarding traffic and parking issues and-takes-steps-to-reselveand resolves: transcribes
and logs traffic collisions; and maintains record-keeping system—atdeperforms—other

-
e g g w3 ) g 8

-
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EXAMPLES OF ESSENTIAL DUTIES

Meanages—Oversees and directs the parking control program; supervises traffic and
clerical staff; hires and trains new staff members: investigates personnekcomplaints and
recommends actions; recommends termination, as appropriate; r- M

Reviews complaints on parking citations as required by the Sstate: handles complaints
from the general public regarding traffic and parking issues and takes steps to resolve;
oversees hearing process fo contest citations; handles administrative aspects of citation
processing and court review; transcribes and logs traffic collisions; maintains record
keeping system; p- Setiat

Provides for traffic control at accident scenes; assigns staff to establish traffic control
markings and to direct traffic; ensures the safety of motorists around traffic accidents; e-

Evaluates employees performance and takes disciplinary actions asuneeded: makes
daily checks and determines compliance with current policies, procedures, and safety
standards;_checks signage and markings within the City for legal posting or ticket
verification; completes and distributes monthly statistics for the Traffic Bureau: meets
with staff on Tiraffic Bbureau related issues:; g o

Generates schedules for traffic personnel; schedules replacement of all personnel
unable to perform their assigned duties; maintains daily work records:and keeps daily
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:_LASS SPECIF]CAT!ON

TITLE: CONSTRUCTION INSPECTOR |
OCTOBERDECEMBER, 20065

JOB CODE: 0172
EMPLOYMENT STATUS: REGULAR FULL-TIME
UNIT REPRESENTATION:  MEA

FLSA STATUS: NON-EXEMPT

DUTIES SUMMARY

With-Under slese-immediate SUpEWISIOﬂ—f—FGFH—&—h@J%@%P@QﬂS%F%Q@H—LH%B&G@
receives on-the-job training for a period of six months to one year ferassistance—{o

assist in performing basic types of inspections related to public works construction
mcludlng capztal |mprovements pro;ects in the publtc nght-of-way and subd|w5|ons :

DISTINGUISHING CHARACTERISTICS

The Construction Inspector lis is an-the entry level- pesition—classification_within the
Construction Inspection series, with-no-supervsery+esponsibiiiesend—_incumbents at

this level receives on-the-job training in order to learn and develop competencies in
performing the essential functions of the job and to apply City and depariment policies
and procedures in conductlng pubhc works pro;ect Inspectlons Hie—GConstruchon

: ' ' Constructlon
Inspector | is expected to Ieam ‘how to peFform at an acceptab-!e level, detailed
inspections on a variety of public works. projects, including inspection of streets, storm
drain and water systems, and—to to_develop a thorough working knowledge of
departmental policies and procedures_and prior to consideration for promotion to the

journey level of Construction Inspector I, —'Fhe—pesmeﬂ—;epe#e—te—the—‘;eesﬁeehen
Manager to oblain one of the designated certifications. -

EXAMPLES OF ESSENTIAL DUTIES

PWithin_a learning and on-the-job_training capacity, performs periodic and detailed -

inspections both above and below ground in confined spaces on assigned construction
projects by contractors or developers toensure quantity and quality control and integrity
of the work as prescribed by approved plans, specifications, standards, applicable
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-~ CITYOF HUNTINGTONBEACH

LASS SPECIFICATION

TITLE: CONSTRUCTION INSPECTOR | — —— DATE: JUNE
OCTOBERDECEMBER, 20065

codes, ordinances or other requirements; prepares necessary field records and reports
as required for approval of assigned work; utilizes various field measurement, field
| testing and inspection techniques in various phases of construction {o assure-ensure
- compliance with City requirements; performs inspections for grading, concrete sidewalk,
curbs and gutters, driveway approaches, street lights, traffic signing, asphalt paving,
"structural road sections, sewage systems, water systems, storm drainage systems,
catch basins, culverts, and other work required on permits, subdivision developments
and minor contracts; directs and enforces provisions for public safety, pedestrian and
vehicle safety in accordance with standards, traffic division directives, and Police or Fire
Department requests; coordinates work with contractors, developers, other
departments, other public and private agencies, engineers and all involved; investigates
complaints and requests related to the inspection requirements of the Public Works
Department;_and performs related duties and responsibilities as assigned.

The preceding duties have been provided as examples of the essential types of work performed
by positions within this job classification. The City, at its discretion, may add, modify, change or
rescind work assignments as needed.

MINIMUM QUALIFICATIONS

Any combination of education, training, and experience that would likely provide the knowledge,
skills, and abilities to successfully perform in the position is qualifying. . A typical combination
ncludes:

‘Knowledge of: Standard Specifications for Public Works Construction, Federal, State

and local laws, ordinances, codes and regulations including the Uniform Building Code

and related codes and regulations; construction and related materials, tools and
| equipment; and; occupational safety and hazards related to construction work.

Ability to: Learn to read, interpret and analyze construction plans, specifications and
manuals; prioritize tasks and meet deadlines; learn departmental policies and
procedures; successfully complete confined space training as . provided by the City
within six months of employment; learn construction inspection principles and
techniques and safely work in confined spaces both above and below ground to perform -
inspections; make mathematical computations; deliver quality customer service;
maintain and . follow Department processes and regulations, ensure safety and
professional work standards are met; write reports and recommendations; communicate

| effectively in eral-verbal and written form establish and maintain effective working
relationships with contractors, engineers, City personnel and resadents, learn and -
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o | CLASS SPECiFICATION
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TITLE: CONSTRUCTION INSPECTOR | — — DATE: JUNE
OCTOBERDECEMBER, 20065

———

' pecome competent with the use of a personal computer and programs such as MS

Word and Excel.
Education: High school diploma or equivalent.
Experience: Two (2} years working in public works construction or related field.

CertificationsiLicenses/Certifications: Due to the performance of field duties that
_ require operation of a motor vehicle, a valid California Class C dBriver’s License may be
required.

PHYSICAL TASKS AND ENVIRONMENTAL CONDITIONS - Work involves
considerable physical activity in an outdoor setting with exposure to weather conditions,
and dangerous machinery. There is frequent need to walk, talk or hear, stand, use
hands and fingers to handle, feel, enter and safely work within confined spaces (above
" and below ground) and to lift moderately heavy objects up to 60 pounds in weight.
‘Reasonable accommodation{s) for an individual with a qualified disability will be
considered on a case-by-case basis.
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TITLE: CONSTRUCTION INSPECTOR I — DATE: JUNE
OCTOBERDECEMBER, 20065

JOB CODE: 0463

EMPLOYMENT STATUS: REGULAR FULL-TIME
UNIT REPRESENTATION: MEA

FLSA STATUS: NON-EXEMPT
DUTIES SUMMARY

Under general supervision, performs general inspections of a wide variety of
construction work including capital improvements, projects completed in-the public right-

of-way and subdivisions; and ensures compliance with project plans, specifications. and
City, State, and Federal codes and requlations. -and-performs—otherduties-as—required
withinthe scope ofthe-classification:.

DISTINGUISHING CHARACTERISTICS

Genstpuet;en—Maﬂager—The Construction Inspector II is the journey fevel ciassn‘;catlon

within the Construction Inspection series and is expected to perform the full range of
construction inspection duties. This classification is distinguished from the Construction
Inspector | in that the latter is a training classification which does not require the
acquisition of certifications. The Construction Inspector Il is_distinguished from the
Senior Construction Inspector _in_that the latier is an advanced journey level
classification responsible for the most complex work assigned 1o the series and which
requires the acquisition of two of the designated certificalions.

EXAMPLES OF ESSENTIAL DUTIES

Inspects both above and below ground in confined spaces all types of construction work
and projects completed in the public right-of-way; including asphalt paving, curbs,
gutters, sidewalks, drive approaches, sewer mains and laterals, water facilities,
hydrants, pump stations, storm drains, aerial and sub agueous crossings, storm drains,
public utilities, traffic signals, lighting, etc. for conformance to plans and specifications;
inspects new water facility construction; disinfects and fests new or repaired water
systems: performs hydrostatic testing of new water systems; enforces NPDES
requirements; collects water samples and maintains records for public health purposes:

Bs
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TITLE: CONSTRUCTION INSPECTOR I
OCTOBERDECEMBER, 20065

Rerforms field inspection duties, including monitoring, coordinating, evaluating and
reporting of contractor activities; reviews and monitors traffic control;; assures—ensures
quality control and testing coordination for compliance with City and outside agency

requirements; manages-and-supervses-the-preparation-ofreviews “as built” records and
drawings; p-

Rrovides customer service to engineers, contractors and residents;; answers questions
and resolves construction problems on-site; performs field contract administration;
maintains detailed records of all contract activities, bid item quantities, time and
materials and work progress on a daily basis; recommends field adjustments and
redesign decisions to resolve problems or conflicts and resermmends-provides inpuf on
change orders as appropriate; i-

inspects subdivisions, residential, commercial and industrial developments for grading,
erosion controf, dust control, storm drainage, reinforced concrete structures, street
improvements, street lighting, traffic lights, dry utilities, street signs and park
landscaping; reviews soil reports for compliance with compaction of grading and trench
backfill requirements; reviews and-approves-engineering specifications for rough grade,
line and grade of buildings, and final grading and drainage; performs a final inspection
of the entire subdivision before approval of bond release,_and performs related duties
and responsibilities as assigned.

The preceding duties have been provided as examples of the essential types of work performed
by positions within this job classification. The Cily, at its discretion, may add, modify, change or
rescind work assignments as needed.

MINIMUM QUALIFICATIONS

Any combination of education, training, and experience that would likely provide the knowledge,
skills, and abilities to successfully perform in the position is qualifying. A typical combination
includes:

Knowledge of: Standard Specifications for Public Works Construction, Ffederal, state

-~ and local laws, ordinances, codes and regulations including the Uniform Building Code

and related codes and regulations applicable to public works construction; departmental
policies and procedures; construction inspection principles and techniques; construction
and related materials, tools and equipment; occupational safety and hazards related to
consfruction work; water and materials testing methods; water related inspection and

testing standards as determined by regulatory agencies; related computer software

applications.
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TITLE: CONSTRUCTION INSPECTOR Il — DATE: JUNE
OCTOBERDECEMBER, 20065

Ability to: Read, interpret and analyze construction plans, specifications and manuals;

| srganize—and—coordinate-large—undertake construction inspection projects, prioritize
tasks and meet deadiines; make mathematical computations; record quantities of
materials; prepare progress payments and field memoranda; resolve problems related

| to construction projects_and: contractor compliance-and-prejest-design; deliver quality
customer service; maintain and follow department processes and regulations; ensure
safety and professional work standards are met; successfully complete confined space
training as provided by the City within six months of employment; safely work in
confined spaces both above and below ground to perform inspections; write reports and

| recommendations; communicate effectively in eral-verbal and written form; establish
and maintain effective working relationships with contractors, engineers, City personnel
and residents, use personal computers with competence, including working knowledge
of MS Office software applications such as MS Word and Excel.

Education: High school diploma or equivalent, supplemented by college level
coursework in construction management, engineering or a related field.

Experience: Three (3) years experience working in public works construction (heavy,
highway, and/or infrastructure), or closely related experience.

i Certifications/Licenses/Certifications: Possession of at least one of the following
certifications is required: Public Works Inspector's Certificate, Public Works
| Ceertification or equivalent; International Code Conference (ICC) certificate or

- equivalent as a Special Inspector (concrete or structural masonry inspector), Electrical
Power Inspector, or State of California Grade Il or 11l Water Distribution Certificate. Due

to the performance of field duties that requires operation of a motor vehicle, a valid

California Class C Driver's License may be required.

PHYSICAL TASKS AND ENVIRONMENTAL CONDITIONS - Work involves

considerable physical activity in an outdoor setting with exposure to weather conditions
and dangerous machinery. There is frequent need to walk, talk or hear, stand, use
hands to finger, handle, or feel, enter and work within confined spaces (above and
below ground) and to Ilft moderately heavy objects up to 60 pounds in weight.

accommodattons for phvsmal or menta! disabliltaes WI|| be considered on a case-by-case
basis.
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TITLE: SENIOR CONSTRUCTION INSPECTOR — DATE: JUNE
OCTOBERDECEMBER, 20065

JOB CODE: 0171

EMPLOYMENT STATUS: REGULAR FULL-TIME
UNIT REPRESENTATION:  MEA
FLSA STATUS: NON-EXEMPT

DUTIES SUMMARY

Under general supeprvisiondirection, performs general and complex inspections of a
wide variety of construction work including capital improvements, projects completed in
the public right-of-way and subdivisions_and_ensures compliance with project pians,
specifications,_and City, State, and Federal cods and regulations..—and-performs-ether

i rod withint F the classification
'QI_S_TINGUISH!NG CHARACTERISTICS

kqspeete;s#kus-pesﬁre;preperts%%@enstwetma—ManagepThe Senlor Constructlon

inspector is the advanced journey level classification within the Construction Inspection
series responsible for performing the most specialized and complex work assigned to
the series. Positions at this level possess a specialized expertise, are_assigned tasks
above the journey level, and reguire the acquisition of two designated certifications.

EXAMPLES OF ESSENTIAL DUTIES

Inspects both above and below ground in confined spaces all types of construction work
and projects completed in the public right-of-way, including street improvements,
sewers, storm drains and buildings, water facilities, pump stations, public utilities,
lighting, traffic signals, etc. for conformance to plans and specifications:; p

Performs field contract administration activities for projects including monitoring,
coordinating, evaluating and reporting of contractor activities; reviews and monitors
traffic control;; assures-ensures quality control and testing coordination for a variety of
City and ouiside agency requirements; inspecis new water facility construction;
disinfects and tests new or repaired water systems; performs hydrostatic testing of new
water systems; enforces NPDES requirements; collects water samples and maintains
records for public health purposes; prepares necessary reports and presents materiais
and recommendations at project meetings; assists contract administrators on




TITLE: SENIOR CONSTRUCTION INSPECTOR — DATE: JUNE
OCTOBERDECEMBER, 20065

construction projects; and-is responsible for oversesing the preparation of “as built’
records and drawings; p- :

Provides customer service to engineers, contractors and residents;; answers questions
and resolves complex construction problems on-site; performs—field—coniract
administratien—maintains detailed records of all contract activities, bid item quantities,
time and materials and work progress on a daily basis; monitors compliance with the
Davis-Bacon Act as necessary, recommends field adjustments and redesign decisions
to resolve problems or conflicts; recommends-provides input to change orders as
| appropriate;andreviews-and-moniterstraffic-controk

linspects subdivisions, residential, commercial and industrial developments for grading,
erosion control, dust control, storm drainage, reinforced concrete structures, street
improvements, street lighting, traffic lights, dry utilities, street appurtenances and
landscaping; reviews and approves soil reports for compaction of grading and trench
backfili; reviews and approves engineering specifications for rough grade, line and
grade of buildings, and final grading and drainage; performs a final inspection of the
entire subdivision or development before final approval and release of bonds_i-

In a lead capacity, performs field and technical review of work and progress performed
by contract and other City construction inspectors and assists in training as assigned; p-
Provides guidance and reports work progress to immediate supervisor as required; and
performs related duties and responsibilities as assigned.

The preceding duties have been provided as examples of the essential types of work performed
by positions within this job classification. The Cily, at its discretion, may add, modify, change or
rescind work assignments as needed.

MINIMUM QUALIFICATIONS

Any combination of education, training, and expernience that would likely provide the knowledge,
skills, and abilities fo successfully perform in the position is qualifying. A typical combmatlon
includes:

Knowledge of: Standard Specifications for Public Works Construction;; Ffederal, state
and local laws, ordinances, codes and regulations including the Uniform Building Code,
CalTrans Local Programs Manual, NDPES regulations and related codes and
regulations; construction inspection principles and techniques; construction and related
materials, tools and equipment; occupational safety and hazards related to construction
work; construction estimating methods; soil mechanics; mathematic_concepts, water
and materials testing methods; water related inspection and testing as determined by
regulatory agencies; related computer software applications, inciuding MS Office Suite.




TITLE: SENIOR CONSTRUCTION INSPECTOR — DATE: JUNE
OCTOBERDECEMBER, 20065

Ability to: Read, interpret and analyze construction plans, specifications, and manuals;
organize and coordinate large construction inspection projects; prioritize tasks and meet
deadlines; make engineering computations; record quantities of materials; prepare
progress payments and field memoranda; assist in the preparation of estimates and
change orders; resolve problems related to construction projects, contractor compliance
and project design; deliver quality customer service; learn—understand—maintain and
follow department processes and regulations; ensure safety and professional work
standards are met; successfully complete confined space training as provided by the
City within six months of employment; safely work in confined spaces both above and
below ground to perform inspections; write reports; prepare status reports and
information items regarding construction issues; analyze records for response to claims;
review plans and specifications for constructability on assigned projects; communicate
effectively in_verbal-eral and written form; establish and maintain effective working
relationships with with-those contacted in the performance of duties.

Education: The equivalent of an Associate’s degree in Engineering or a refated field.

Experience: Five (5) years experience in public works construction or closely related
experience.

Cerifications/lLicenses/Certifications: Possession of at least two of the foliowing
certifications is required:  Public Works Inspector's Certificate, Public Works
Ceertification or equivalent; International Code Conference (ICC) certificate or
equivalent as a Special Inspector (concrete or structural masonry inspector), Electrical
inspector, or State of California Grade I or lif Water Distribution Certificate. Due to the
performance of field duties which requires operation of a motor vehicle, a valid
California Class C Driver's License may be required.

PHYSICAL TASKS AND ENVIRONMENTAL CONDITIONS - Work involves
considerable physical activity in an outdoor setting with exposure to weather conditions,
dangerous machinery. There is frequent need to walk, talk or hear, stand, use hands to
finger, handle, or feel, enter and work within confined spaces (above and below ground)
and to Ilft moderately heavy objects up to 60 pounds in weight. Reasonable
A ityEmployee accommodations
for phvsmal or mental disabllltles will be conSIdered on a case-by-case basis. :







TITLE: SENIOR INSPECTOR WATER CONSTRUCTON DATE:
DECEMBEROCTOBERDECEMBER, 20064

|
H

JOB CODE: 0188
EMPLOYMENT STATUS: REGULAR FULL-TIME
UNIT REPRESENTATION: MEA

FLSA STATUS: NON-EXEMPT

DUTIES SUMMARY
Under general-supervisiondirection, inspects and monitors new and repaired water

systems within the City._and ensures compliance with public health requirements,
proiect ptans and 3pe0tf catlons and City, State, and Federal codes and requlatlons 5

EXAMPLES OF ESSENTIAL DUTIES

Assists the supervisor in training and supervision of more junior level inspectors; takes
responsibility for the more complex inspections and assists other inspectors in -
interpreting and implementing codes_i-

inspects construction of all new water related facilities to ensure compliance with
{ approved plans; disinfects and tests newly constructed or repaired water systems;_c-
Gonducts hydrostatic testing of new and repaired water systems;_i—Inspects back flow
prevention devices as required by the State, a—Aftends pre-construction conferences
| and instructs contractors on City and State requirements-, m—Monitors tests conducted
by contractors and coordinates with the State laboratory,_c-

Collects laboratory water samples and ensures accurate test results; collects data of
remediated soil to prevent contamination of water quality; m—Maintains health sample
histories as required by the State;_p—Performs pipeline disinfections, health sampling
and pipeline pressure testing; approves water system operations and gives final
| acceptance_p-
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:ITITLE: SENIOR |INSPECTOR WATER CONSTRUCTON DATE:
DECEMBEROCTOBERDECEMBER, 20061 _

Performs record keeping and maintains files on work performed; attends training;
supports and actively promotes the City’s safety programs; assists with periodic safety
inspections; identifies and corrects safety hazards; responds to emergency calls for
service on a call-out basis and works outside normal working hours as needed; and
performs related duties and responsibilities as assigned.

The preceding duties have been provided as examples of the essential fypes of work performed
by positions within this job classification. The City, at its discretion, may add, modify, change or
rescind work assignments as needed.

QUALIFICATIONS

Any combination of education, training, and experience that would likely provide the knowledge,
skills, and abilities to successfully perform in the position is qualifying. A typical combination
includes:

Knowledge of: City policies and procedures; City and State Water Works Construction
Standards; uniform plumbing code; machinery, pumps and motors; common tools and
| test equipment applicable to water works construction; methods and techniques of testing
and _sampling water; water related testing and inspection as determined by regulatory
agencies; occupational hazards and necessary safety precautions applicable to
maintenance and repair of water equipment and distribution.

Ability to: Read and interpret water quality test results; use a variety of test instruments
| and power, hydraulic or hand tools; read and analyze construction plans, specifications
and manuals; respond quickly to critical situations, and carry out work assignments as
instructed; maintain accurate records; communicate effectively erally—verbally and in
~writing; establish and maintain cooperative work relationships with those contacted in
the course of work.

Education: Coliege level coursework in Construction Management, Engineering or a
related field.

Experience: Five (5) years of experience in equipment operation, pipeline or utility
construction or closely related field.

Certifications/Licenses/Certifications: Possession of a valid California moter-vehicle
operatorsdriver’s license_and a- State of California Water Distribution Operator Grade

lll_Certificate.—inspectors-Certificate to-be-defined.

PHYSICAL TASKS AND ENVIRONMENTAL CONDITIONS -~ Work involves exposure
to potential physical harm, hazardous chemicals, and infectious disease. There is a
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{I TITLE: SENIOR INSPECTOR WATER CONSTRUCTON
DECEMBEROCTOBERDECEMBER, 20061

frequent need to stand, sit, stoop, walk, work in confined spaces, lift heavy objects (up
to 25 pounds) and perform other similar actions during the course of the workday.
Employee accommodations for physical or mental disabilities will be considered on a
case-by-case basis.
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CITY OF HUNTINGTON BEACH
INTERDEPARTMENTAL COMMUNICATION

T ~ Personnel Commission

' .FR'OM: o " Bob Hall Deputy CltyAdmlnlstrator ;
L Patti Ahumada Senior Human Resources Analyst

SUBJECT: -.Classmcatlon and Compensatlon Study by Cooperatnve Personnel -

© ' . Services 2006 and Reclassification of Municipal Employees’ Association
- Positions in the Community Services, Fire, Informatlon Serwces, Police
and Public Works Departments S

" DATE: July 18, 2007

| -"_'olscussmn

~In March of 2006 Cooperatwe Personnel Serwces Human Resources Semces (CPS) was -
- retained to perform a classification and compensation study. The study included sixty-five (65)
classifications, thirty-nine (39) of which were Municipal Employees’ Association (MEA)

. ‘classifications: The classifications were selected based on Department requests. The goal of

~ the study was fo determine whether positions. were appropriately classified, to update .

_classification specmcatlons and to conduct a base- saiary analysis of selected benchmark
,-classmcatlons _

At the December 20, 2006, Personnel Commussnon meeting, CPS staff presented an overview

of study objectives, scope of work and implementatlon processes telated to the classmcatlon
“and cempensat:on study : _

i Pnnc;pal steps in- the study

1. Met with Department of Human' Resources staff to collect mformatlon regardmg the -
. current reclassmcatlon process.. : :

2. Rewewed the Cltys classification specmcatlons ‘salary schedule Occupatlonal- :
. Series manual organlzatlon charts and related documents.

. 3. Conducted employee orientation for those invoived in the classification study to'

explain the process, timeline, and distribute and explatn the Posmon Descnptlon :
Questionnaire (PDQ).

' 4-._' Conducted desk audits wnth a representative sampling of employees involved in the
. classification process and interviewed supervisors and department heads as needed.

- 6. Conducted a thorough analysis based on the PDQ’s and desk audit to determine
: essential duties and knowledge, skills and abilities, and made allocation
'recommendatlons for each study position.

8. Conducted a review process to permit each employee to review the draft
classification recommendations and classification specifications.



" 7. Received, reviewed and responded to all employees who. submrtted elther a'.- R

classification specification or aIIocatlon review request. -

- 8. Developed and distributed - a compensatlon survey to twelve iocal agencres_'-
- (Anaheim, Buena Park, Costa Mesa, Fountain Valley, . Fullerton, Garden Grove '
Irvine, Newport Beach, Orange, Santa Ana, Tustin and Westmmster) LT :

9 Ana!yzed the market data agatnst Huntrngton Beach salanes

Upon reoelpt of the classification recommendat:ons and compensatlon analyses Human -

Resources staff met with each department to receive add:tronal input The C:ty is: |n concurrence
- with CPS’s recommendatrons for these posrtrons . R '

‘The City. and Association have met and. conferred regarding the recommended changes to the
MEA classifications. Both City and MEA negotiations teams spent a significant amount of time -
reviewing and discussing the results and- recommendations of the CPS study. The' negotratlon‘

- process focused primarity on classification and compensation issues related . to recruitment, E
retention; internal alignment and market competitiveness. The. recommended classrfrcatron and: -

_ compensation changes are a result of the: class:flcatlon and compensatron study and the meet'
- and confer process : , _ : :

« | CLASSIFICATION RESULTS

R (Llsa Kennedy)

: lnformat|on Servrces -

GIS Analyst

. N Rectassﬁcatlon S
(a!l three :ncumbents) ' N
" 1S Analyst IS Analyst it . Reclassificaion .
IS Analyst Il 1S Analyst Il "RecIaSsification.'_f."'_':-:'
(J. Baliesteros) ' , R
~ Police
Criminalist Senior Criminalist .Recl'assificat'ion_ :

(Susan Nakama)

GIS Analyst Il

.Posmon Title Recommended Job Class ‘Action. . - e
(Affected Employee(s))- PRI
_Qommgnity Services
Human Services Supervisor Senior__Supervisor, New class specmcatlon
(Randy Pesqurera) ~  Human Services (MEOQ) - -Reclass:flcatron
\F|re _ | |

' Senior Accountrng Techn:c;an' o .Administr_'at_ive Aide - Reclaﬁssif.ication___‘ Vi




Parking / Traffic Control _ Parking / Traffic Control - - Reclassification
- Coordinator L Supervisor :
- (Karen Peterson)

'_ Public Works '

T Civil EngineerAssistant' ' ContractAdmmlstrator _ '_Reclassiﬁcati'on
o ('David'verone)--. o ' - (MEO) - '

f 'Representatwes of the C;ty and MEA have completed the meet and confer process wrth __

i agreement on the classification and compensatron study

o At this tlme ‘staff requests the Personne! Commlssmn to approve staff's recommendatsons in S
- accordance with Personnet Rule 12 regarding amendments to the Clty s Classrflcation Plan.
- RECOMMENDATION
: _-Approve the new class spec;fncaﬂon and reclassuflcations for the :ncumbents trsted above

; Attachment: L_eglslatwe Draf_ts_-- Senior Superv_lsor, Hu_man S_emc_es_

cc William Iav:s MEA Business Representative
o Judy Demers MEA Presrdent






TITLE: SENIOR SUPERVISOR, HUMAN SERVICES DATE: DECEMBER,
20061

. .
= —

JOB CODE:
EMPLOYMENT STATUS: REGULAR FULL-TIME
UNIT REPRESENTATION: MEOQ i
FLSA STATUS: EXEMPT

H
1l

DUTIES SUMMARY
UnderWith general supervisiondirection, supervises_ permanent and recurrent

employees and volunteers who provide senior or recreation center services and/or
general case management, transportation, nutrition and referral services to target
residents_including_seniors, low income, and other groups;: works closely with city and
community resources, and refers or assists in referral to community programs and
resources,and coordinates services with internal and external agencies.;-and-performs

EXAMPLES OF ESSENTIAL DUTIES

Supervises the operations and staff for an assigned human services and recreation
program serving the needs of senior, low mcome and other tarqeted resident groups:

awapdeel—te—elenfes—educates resu:lents and communltv orqamzaﬂons on agmg and

| heaith issues and the availability of community resources to meet their needs; works
closely with the Huntingion Beach Council on Aging o _assure proper alignment with
agency mission and goals; maintains a network of community resources inciuding
education and training programs to address the needs of target residents; manages
operations within the senior or recreation services sogntercenter -including events and
activities; works with staff and ouliside service providers to develop new center
programs and_classes; performs—periodicreviews client progress reviewswith case
management staff, & ‘
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i TITLE: SENIOR SUPERVISOR, HUMAN SERVICES DATE: DECEMBER,

| community resources, ensures delrverv of services including educational and direct
services such as meals to homes. case management, and transportation; organizes
fund and food raising programs; solicits and collects donations; organizes medical
services for families: p-

Prepares and submits grant proposals; establishes and monitors budgets based on
approved funding; prepares administrative and technical reports including contract
negotiations and summaries for funding agencies and City management, t-

Frains and supervises paid and volunteer support staff, assigns duties;; completes
employee performance appraisals and recommends disciplinary action according to
established City procedures__s-

Stays current with developments in the field; attends a variety of professional
development programs; attends multi-disciplinary and task force meetings to develop
coilaborative efforts, strategies and solutions to assist target residents, —Performs
Felated—demes—meludmg—pepepb—pmpa;anen—develog_pmen{—e# promotional ander
program materials;—and makesing public presentations on services offered; gathers and
disseminates _information _regarding community services, programs, goals and
community_needs. conducts public presentations to social service and community
groups; and performs related duties and responsibilities as assigned.

The preceding dufies have been provided as examples of the essential types of work performed
by positions within this job classification. The Ctty at its discretion, may add, modify, change or
rescind work assignments as needed.

QUALIFICATIONS

Any combination of education, training, and experience that would likely provide the knowledge,
skills, and abilities to successfully perform in the position is qualifying. A typical combination
includes:

Knowledge of: Federal, state and local regulations governing the operation of social
service programs; community social service programs and services; social, economic,
political and physical factors facing the elderly or economically disadvantaged residents;
| standard office principles and procedures; principles of budgeting, community
demographics for target residents, the needs of the elderly and low income residents,
methods_and techniques of fund raising, saocial activity programming methods and
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TITLE: SENIOR SUPERVISOR, HUMAN SERVICES DATE: DECEMBER,
20061

technigues;; principles of supervision, training and performance evaluation—and
Ability to: Identify social service needs; coordinate grant program funding and
monitoring; present social program information to community groups; source and obtain
funding for assigned programs; work closely with the Huntington Beach Council on
Aging to assure proper alignment with program mission and goals; plan programs and
activities for target residents; form cooperative relationships and parinerships with
others whom do not have a direct reporting relationship; respond with tact, composure
and courtesy when dealing with individuals who may be experiencing significant
emotional distress; maintain accurate records; record and retrieve information; operate
personal computer and standard software applications; establish and maintain effective
working relationships with those contacted in the course of work; communicate
effectively with others both verbaliyerally and in writing.

Education: A Bachelor's degree in Human or Social Services or a related field, MA
Master's degree preferred.

| Experience: A minimum of threefive (35) years of human services or social services

| work easeload-experience. Experience in working with client assessment and referral of

targetpopulationis highly desireable
Certifications/Licenses/Certifications: Possession of a valid Califomia dmotor-vehicle
operateriver’s license.

PHYSICAL TASKS AND ENVIRONMENTAL CONDITIONS -~ Work involves light to
moderate work in an office setting. There is some exposure to the elements and
potential exposure to infectious disease or personal harm when visiting clients. There is
a frequent need to sit and infrequent need to stand, walk and to lift light objects up to 15
pounds. Employee accommodations for physical or mental disabilities will be
considered on a case-by-case basis.
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CITY OF HUNTINGTON BEACH
INTERDEPARTMENTAL COMMUNICATION

TO: Personnel Commission

FROM: Patti Ahumada, Senior Human Resources Analyst

SUBJECT: Proposed Class Plan Amendment — Real Estate Services Manager
DATE:  July 18, 2007

DISCUSSION

Aftached is an overview of the Economic 'Development Department operational
structure for the 2006-07 Fiscal Year. Currentiy, the department is organized into two
~ divisions: Real Estate Services & Housing and Redevelopment.

Real Estate Services assists departments and the generai public with various property
related services such as technical support for acquisition of land and easements,
relocation, property disposition, appraisals and title research, leasing of land and
facilities, strategic planning and maintenance of City and agency property. Housing
oversees and implements the Redevelopment housing program (20% of all
redevelopment funds must go to affordable housing) and the HOME federal housing
funds, by working with non-profit organizations to purchase, rehabilitate and create iow
and moderate income housing. Housing also implements the City’s inclusionary
housing program, the Housing Rehabilitation Program using CDBG funds, oversees the
management of Emerald Cove a senior housing project and Ocean View Estates, a
mobile home facility.

The Department is currently staffed by a Department Director, Deputy Director,
experienced professional project managers, a Real Property Agent, administrative
support and a Division Manager position: Real Estate Services Manager. The position
of Housing & Redevelopment Manager was deleted in October 2006 and subsequently,
the position of Deputy Director of Economic Development was added. The Housing &
Redevelopment Manager position was vacant for approximately 1 % years before it was
deleted from the City’s classification plan and since that time, housing duties were
shifted to the Real Estate Services Manager. Redevelopment management was
overseen by the Director and subsequently by the Deputy Director.

Recently, the. position of Real Estate Services Manager became vacant and the
Economic Development Department is in the process of preparing to recruit for the
position. After careful review of the job specification, it was determined that it would be
appropriate to modify the job specification to more accurately reflect the duties of this
position. Since this position’s focus has shifted primarily to housing programs, staff is
recommending that the job specification and the title be modified to reflect this change.



The Huntington Beach Management Employees’ Organization (MEO) represents this
position. Staff has met and discussed this change with MEO and they concur with the
revision to the job specification.

RECOMMENDATION

Approve the revised job specification for the classification of Real Estate Services
Manager and the title change from Real Estate Services Manager to Housing and Real
Estate Manager, amending the City’s Classification Plan.

Attachment: Legislative Draft — Housing and Real Estate Manager Job Specification
Operational Structure Overview (FY 2006/07 Budget)

cc.  Stanley Smalewitz, Economic Development Director
Keliee Fritzal, Deputy Director, Economic Development
Kate Hoffman, MEO President






il TITLE: HOUSING AND REAL ESTATE SERVICES-MANAGER
DATE:-AUGUST 1990 JULY 2007

{|JOB CODE: 0043 “

EMPLOYMENT STATUS: REGULAR FULL-TIME
UNIT REPRESENTATION: MEO
FLSA STATUS: EXEMPT

DUTIES SUMMARY ‘

To perform a wide range of duties regarding the planning, organizing and
managing of affordable housing development programs, review ofirvestigative;
appraisals and negotiation duties related to the acquisition, management, lease
and disposal of real property and improvements in which the City has an interest.

DISTINGUISHING CHARACTERISTICS

This is a division head whethat has citywide responsibility for all aspects of
decisions and/or actions that involve housing and real property. An incumbent
will be called upon to provide technical expertise to all departments when some
aspect of housing or real property management is involved. An incumbent will be
called upon to continually update knowledge regarding new policies, procedures,
statutes, and other types of information so that guidance offered by the
incumbent is based on the most current information.

EXAMPLES OF ESSENTIAL DUTIES

Plans, organizes, and conirols the functions and activities of the affordable
housing development programs; develops and makes recommendations on
goals, obiectives, and policies; analyzes and applies various local, state, and
federal policies, codes, and laws relating to the operations and administrations of
the various programs; develops and implements new programs and changes in
existing programs as required by laws, regulations, and other rules; evaluates
effectiveness of affordable housing programs; prepares and maintains a variety
of reports, including financial reports and records, in accordance with applicable
laws and regulations; conducts complex studies and related research;
administers operating budgets and cash flow; coordinates program activities with
other departments. outside agencies. and community groups; monitor property
improvement work; resolves complaints and mediates disputes; identifies funding




TITLE: HOUSING AND REAL ESTATE SERVICES-MANAGER
DATE:-AUGUST; 1990 JULY 2007

resources and develops funding proposals; implements and coordinates financial
strategies; evaluates proposals; negotiates contracts and development
agreements: conducts feasibility studies; provides adminisirative and technical
assistance to managers, City employees, the public, and other interested parties:
selects, trains, supervises, and evaluates the performance of staff;
QOverseesCoordinates the appraisals and negotiations for the acquisition, rental
and sale of land, improvements, rights-of-way and easements for municipal

purposes eeanepswﬁheﬂ»,udeper#mee&sseekmgmmles—leea%e&

: prepares Iease terms reviews
and secures execution of formal lease documents; negotiates on behalif of the
City for rental or leasing of city-owned property including, but not limited to,

commermal stores residences or grounds Ieases emq#epeendeewespeeésw&h

services—reviews and recommends the accepteblllty of appra:sals obtains
estimates of the cost of removing structures from rights-of-way; prepares deeds
and escrow instructions; explains relocation benefits to eligible persons and

processes claims for relocation payment sepemseeer—perseeau%pe#erms—the

prov:des mformatron to the City Attomey in the condemnetlon process

| determines proper rental rates and lease terms; prepares leases and rental .

| agreements; arranges for repair and maintenance of rented property to the extent
of city obligations; performs other related duties

MINIMUM QUALIFICATIONS

Knowledge of: Knowledge of Redevelopment Agency set-aside, CDBG and
HOME funded programs. knowledge of Inclusionary _and density bonus
programs _for multi-family _proiects; principles and practices of public
administration,_economics,_and redevelopment, principles and practices of
housing development including land use, regulatory planning, and zoning
requirements; _applicable federal. state, and Jocal laws, rules, and reqgulations
regarding affordable housing programs:; research _methods and techniques;
statistical analysis _methods; financial and real estate procedures and
transactions: coniract_negotiations_and _contract law: general_building _and




DATE:-AUGUST; 1980 JULY 2007

TITLE: HOUSING AND REAL ESTATE SERVICES-MANAGER

housing code provisions: tax exempt structures and tax credit programs;

community resources; group dynamics and community socioal-economic factors;

equal employment and affirmative action guidelines and policies; the use of

present and_emerging automated services and technologies; principles and

practices of sound personnel manaqement and_supervision:Gurrent-tec

: knowledge of the procedures involved in the
purchase, sale, lease and condemnation of real property and the acquisition of
land by eminent domain; knowledge of the |
transactions and California requirements for relocation assistance.

al instruments used in real estate

Ability to: —aAnalyze and accurately interpret a_variety of documents and

materials _and prepare clear, comprehensive and complex reports and

recommendations. _negotiate _complex contracts: maintain _accurate records;

develop, implement, and manage long range

housing programs: monitor property

improvement work; follow instructions and directions: make public presentations;

gstablish and maintain effective working relationships with supervisors, fellow

emplovees. other government agencies, financial institutions, and developers,

and the public; effectively supervise; coord

in

ate, direct, and prioritize the work of

self and others: review and evaluate

ob performance; plan, design. and

implement _staff _training; instruct staff on policy matters and proper safety

procedures: work both indoors and outdoors and travel to locations to inspect

progert ies, attend meetings, and meet with members of the pubhc _

Education: Graduation from an accredited college or university with a degree in
Public GivilEngineering-Administration, Planning, Economics, or a related field.

Experience: FourThree (43) years experience in affordable housing. community
development or related field, including right-of-way work-includi,ng-the- appraisal
of real property and negotiation for acquisition, rental and sale of real property.




TITLE: HOUSING AND REAL ESTATE SERVICES-MANAGER
DATE:-AUGUST-1880 JULY 2007

of field duties that may require operation of a motor vehicle, a valid California

| Certification—A Real-Estate Broker's-license-is-desire.; Due to the performance
Driver's License and an acceptable driving record may be required.



Economic Development
Adopted Budget — FY 2006/07

T BT

Director of Economic Development

10080101
Administrative Assistant

85780302
Administrative Secretary

REDEVELOPMENT

30580101
Redevelopment Manager
Economic Dev. Project Manager
Assistant
Development Specialist

BUSINESS DEVELOPMENT
10080101

Economic Dev. Prsject Manager
Econcmic Dev. Pmject Manager
Assistant

68

REAL ESTATE SERVICES
AND HOUSING

REAL ESTATE SERVICES
10080501

Real Estate and Housing Manager
Reat Property Agent
Administrative Aide

COMMUNITY DEVELOPMENT
BLOCK GRANT (CDBG)
85780101
Administrative Analyst Senior
Economic Dev. Project Manager
Assistant
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Goals for the Personnel Commission & Staff

Continue to recruit qualified applicants and provide timely eligibility lists to the hiring
authority.

Conduct job description reviews on a three year cycle to ensure meeting changing
needs of the City.

Develop new classes to meet changing needs of the City.

Review and update the Personnel Rules to improve, clarify and keep current with
changes in the State and Federal Laws as well as the needs of the City.

Design and conduct a Personnel Commission Orientation during the calendar year
of 2007.
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RESOLUTION NO. _2007-39

_ A RESOLUTION OF THE CITY COUNCIL OF THE CITY OF
- HUNTINGTON BEACH AMENDING THE MEMORANDUM OF UNDERSTANDING
- “BETWEEN THE CITY AND THE MUNICIPAL EMPLOYEES ASSOCATION
BY ADOPTING THE SIDE LETTER OF AGREEMENT
(REGARDING UNIT MODIFICATION AND EXTENSION OF MOU)

. 'WHER.EAS, on June 16. 2006, the City Council of the City of Huntington Beach adopted
Resolution  No. 2006-35 for the purpose of adopting the 2006-2007 Memorandum of

Understandmg (MOU) between: the Clty and the Huntington Beach Mummpal Employees ;
L Assocnatmn (MEA); and

On January’ 16 2007 Resolution No. 2007-8 was adopted for the purpose of modlfymg
- salaries and heneﬁts for non-represented employees and N

, Subsequent fo the adoption of the MOU, the City of I-Iuntmgtnn Beach and MEA agreed

to changes, corrections, and clarifications to the MOU that are reflected in a Side Letter of -

Agreement between the City of Huntington Beach and the MEA (“Side Letter of Agreement™)

_atiached hereto as Exlubit “A” and incorporated herein by this reference. The Slde Letter of
Agreement pertams to unit modification and extension of the MOU. o

. NOW THEREFORE IT IS HEREBY RESOLVED by the Clty Counell of the Clty of
. Huntington Beach as follows:

1. The Side Letter of the Apreement attached hereto as Exh:blt “A” is approved and
adopted. ' :
2. The Side Letter of Agreemem amends the MDU between the Clty of Huntington
"Beach and MEA_
PASSED AND ADOPTED by the City Council of the Clty of Huntington Beach at a
' regulax meetmg thereof heid on the 2;;(1 day of July . 20(}7
; M ’5
REVIEWED AND APPROVED:  APPROVED AS TOFORM:

(G avomdy ™ “wAJwer G180

| Wmv VED:

" Deputy City Adfinistrator-City Services

07-1111/108%




Resolut  No. 2007-39

E




Resolut’ "~ No. 2007-39.
Exhibin "

SIDE LETTER AGREFMENT

- Representatives of the Municipal Employee Association (“MEA™) and the City of
'Huntington Beach (“City™) hereby agree to the following terms related to MEA Unit
‘Modification.

' 1 "~ The following non-represented classifications will be added to MEA and receive a -
5% wage increase, thereby changing their terms and conditions of employment:

Administrative Assistant
- Administrative Secretary, Non—assoclated
Executive Assistant : :
. Payroll Technician
. Personnel Assistant
_ Senior Payroll Technician

" 0 0 40

_ 2. The term of the MEA MOU will be extended unﬁl September 30, 2007'. :

3. The City Adm1mstrator reserves the nght to designate up to seven (7) Mu.mmpal
Employees Association (MEA) employees as confidential. The confidential
employee designations shall be determined by the City Administrator for those

. . employees having access to or preparing confidential materials and/or information
" and/or recommendations on behalf of the C:ty in 1ts dealmgs with employee ‘
S assoclatlons : o

 The Clty shall prowde the Association v\nth the names of the employees who are
- to be desxgnated as confidential.

4. Excepli as specified herein, all terms and condltlons of the MOU shall remain in R :
full force and effect. . o

1IN WITNESS WHEREOF 'the parties have caused this Side Letter Amendment to be _
) executed by and through their authonzed officers on __July 2. 2007 ' '

ForMEA S F_orﬁiéCitytafHuﬁﬁngtheach'-

7 / Dr. Peneldpe Culbreth-Graft = '
City Administrator :

Dated: t9 18'0"'?.' - : L ‘Dated:_duly 2, 2007 _

/,gaa&w&n AS TO FORM:
(lfym\ﬂa VY ¢

Jenmifer McGrath Ciﬂty( ):tomey ol
Dated:{p- / ?- ‘8 OY

07-1111/11650




' 'Res.No.2007-39 =

 STATEOF CALIFORNIA : TR
 CITYOFHUNTINGTONBEACH ) = = o

i JOAN L. FLYNN the duly elected quallf ed City Clerk ef the Clty of
Huntlngton Beach and exnoff icio Cierk of the City Council of sald Clty, do hereby - '- = o
certify that the whole number of members of the City Councﬂ of the Clty of |
- Huntington Beaoh is seven; that the foregomg resolutlon was passed and adopted
' by the affirmative vote of at least a majonty of ali the members of said. Crty Councll

ata regular meetmg thereof held on the 2nd day of July, 2007 by the fotlowmg
~ vote: : :

AYES: ~ Bohr, Carchlo Cook Coerper Green Hansen Hardy
~ NOES:  None R B
ABSENT:  None
~ ABSTAIN:. None

| C%Ierk and ex-officio erk of the - |
' City Council of the Clty of ' .
- Huntington Beach, California




